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US WAR MANPOWER COMMISSION 


STYLE MANUAL 
STANDARD PRACTICE FOR SECRETARIES, STENOGRAPHERS 


TRANSCRIBERS AND TYPISTS 


July 1, 1943 


SOSTON 


PUBLIC 
Lrerawd 


WAR MANPOWER COMMISSION 
Washington 25, D. C. 


- Paul V. McNutt 
Chai rman 


FOREWORD 


I am sure that each secretary, stenographer, 
transcriber and typist of the War Manpower Commission 
agrees with me that "Whatever is worth doing is worth 
doing well." 

This concept has prompted the issuance of the War 
Manpower Commission Style Manual 80 that all correspond= 
ence will be uniform in composition and arrangement, 
adequate in character and of such quality as to give 
mute but convincing eivtaetive that our correspondence has 


been done well! 


as cb: Nfedy a 


Lawrence A, Appley 
Deputy thattaah and Executive Director 


oF 


July 1, 1943 
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PREFACE 


This manual has been'’compiled to assist 
secretaries, stenographers, transcribers, and 
typists in standardizing the forms used in the 
preparation of letters, memoranda, and other 
typed material issued by the War Manpower 
Commission. Its arrangement has been planned 
with a view to its usefulness as a ready ref- 
erence and guide. 


The authorities used in compiling this 
manual were the Style Manual of the United States 
Government Printing Office, the Style Manual of 
the Department of State, the Secretary's Handbook 
by Taintor and Monro, and A Manual of Style, 
University of Chicago Presse. 


It will be appreciated if any special 
divisional requirements, which should be included, 
are brought to my attention in order that supple- 
mentary information may be issued. 


Ruth W. Edwards 
. Assistant Training Adviser 
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Chapter I 


GENERAL INSTRUCTIONS 


Typing 


1. All typewritten material should be set up as 
attractively as possible. The work is to be centered on 
the page, with the margins approximately even. Finger- 
prints and smudges should be removed. 


2. The type of the machine should be kept clean 
and the ribbon should be changed as frequently as necessary. 


3. When only one copy is made, an extra sheet of 
bond paper should be inserted into the typewriter; this will 
prevent the keys from cutting through the paper and improve 
the general appearance of the work. 


hh. An even touch combined with a steady pace results 
in a minimum of errors. Speed without a uniform touch will 
produce uneven coloring of the work, strike-overs, running 
together of words, capital letters above or below the line, 
etce 


5- Punctuation marks should be struck lightly to 
avoid cutting the paper. 


Errors 

6. Material is to be rewritten if it contains strike- 
overs, omission of spacing between words, omission of words, 
phrases, or sentences, uneven margins, untidy and noticeable 
erasures, etc. 


7. Capital letters struck above or below the line 
should be corrected. 


8. Noticeable erasures are not acceptable. Carbon 
copies, as well as the ribbon copy, should be corrected. 
When making erasures, the carriage of the machine should be 
moved to one side so that the erasure particles will not 
fall onto the keys. These particles cause the keys to 
become clogged and make the action of the machine slugzish. 
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Paragraph Indention 


9. Letters should be blocked with no indentations for 
paragraphs. 


10. Manuscript indention may be changed upon instruc- 
tions from the dictator. 


Headings 


ll. Headings of the same relative importance in any 
one manuscript should be treated alike with regard to capital- 
ization, underscoring, and position on the Page. 


Numbering Pages 


12. Number pages of miscellaneous typed matter uniformly 
at the top of the page in the center. Type the number one inch 
from the top of the page, six vertical typewriter spaces on 
standard typewriter, and continue text four spaces below the 
number except where there is a major heading at the top of the 
page, in which case six spaces should be left below the page 
number. 


Last Lines of Any Page 


13. As you near the bottom of a page, look ahead to 
avoids: . 


(a) Typing text too low on the page. 
(b) Typing signature too low on the page. 


(co) Dividing last paragraph unnecessarily 
so as to leave less than two lines at 
bottom of the page or the top of the 
next page. 


(d) Typing only a heading at the bottom of 
@ page--unless at least two lines of 
the text under a heading can be typed 
on the same page, carry the heading 
over to the next page. 


(e) Dividing the last word on a page--this 
practice is never allowed. 
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Working Papers 


Uy. It is important that all papers used as copy be 
attached to finished work. This includes rough drafts, 
revisions, and similar papers. All work papers should be 
folded and placed on top of the finished work. Carbon copies 
of previous drafts or corrected material may be destroyed. 
The dictator will determine what papers are to be placed in 
the file. 
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Chapter II 


LETTERS, TELEGRAMS AND MEMORANDA 


General Instructions 


1.- All communications should be simple, direct and 
impersonal in tone, as this style is the most forceful and 
most easily understood. 


2. A sentence should contain only one main idea; a 
paragraph should relate to only one main topic or one phase 


of a subject; a composition of any nature should deal with 
only one main subject. 


Avoid: 

(a) Long, involved sentences 
(b) Repetition 

(c) Effusive phrases 


(d) Phrases in a tone which might 
arouse antagonism in the addressee 


(e) Invitation to further unnecessary 
correspondence 


(f) Promises of further action when 
unnecessary 


LETTERS 


(mt eee 


Code 


3. The appropriate code word will be placed on all 
telegrams, letters and memoranda prepared in the Washington 
office of the War Manpower Commission in accordance with 
the following: 


Code = Continued 


(a) 


(b) 


To War Manpower Commission personnel or 
activities. 


On letters or memoranda on the upper left 
hand corner of the first page, preceded 
by the words: "In reply refer to--," e.f., 


‘Paul Ve. McNutt 
Chairman 
In reply 
refer to WBF 


To persons or activities outside the War 
Manpower Commission. 


The appropriate code word will be placed 
only on file and War Manpower Commission 
office copies of letters or memoranda. 


Opening Paragraph 


: 4. The subject of a letter should be briefly indi- 
cated in the first paragraph. When a letter is a response 

to an incoming communication, the first paragraph must 
contain reference to the following data from the incoming 


commmication: 


(a) 


(b) 


(c) 
(a) 


Type of communication (letter, telegram, 
etc. ) 


In replying to letters or memoranda from 
War Manpower Commission personnel or activ- 
ities, the reference will read: "Reference 
letter (or memorandum) of July 1, 1943, from 
the Deputy Chairman and Executive Director 
or Deputy Executive Director (insert appro- 
priate code word, i.o., WMDF, WMEX, WMRX, 
WMDX, etc.)." 


Date 


Special reference symbols, if any 
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Opening Paragraph - Continued 


(e) Addressee (except when addressee is 
replying) . 


(f) Subject--brief mention. (There is no 
necessity for repeating the entire contents. ) 


(¢) References to enclosures if any. 


5. When enclosures are transmitted they should be 
properly identified in the transmittal communication. 


6. Original references to dates and references to 
dates of other than the current year should include the year. 
The year may be omitted from subsequent references to dates, 
aS: 


Your letter of November 6, 1942, in 
reply to my telegram of November 5 eee. 


Correspondence Requiring No Answer 


7- When it is not necessary to reply to an incoming 
letter, the notation NRN (no reply necessary), the date of 
this decision, and the name of the person so marking the 
correspondence, should be written on the face of the letter 
and the control slip before routing to general files. 


Arrangement 


8. The position of a letter on the page and the width 
of the margins depend upon the length of the letter. The 
margins on each side are approximately equal, but never less 
than 14 inches (15 spaces}. The margin at the bottom of the 
page should be at least 1s inches. 


9e Forms for setting up letters are illustrated on 
ppe 17/-c2. 


Type of Paper 


10. Bond letterhead is used for the ribbon copye If 
the letter extends over more than one page, plain bond paper 
is used for the following pages. 


ee 
' i ar? 2 “3 
ere a t) 


Carbon Copies 


ll. Two carbon copies of all ordinary letters and 
memoranda, one yellow and one blue, are required for general 
files. Carbon copies over and above this number, required 
by division, region, or field regulation, shall be in addition 
to these. Note: Proper clearance of correspondence must be 
indicated on the yellow file copy by the initials and the 
office code number of the dictator and of each person review= 
ing the material, together with the date. 


Exception 1: If the outgoing letter is addressed to 
the White House, a Cabinet officer, or a Member of Congress, 
make one additional carbon copy on letterhead tissue. This 
tissue does not carry the dictator's name and stenographer's 
initials and is forwarded with the ribbon copy to the 
addressee. 


Exception 2: Any material prepared in the 1778 


Pennsylvania Avenue building and forwarded to the Social 
Security building for signature should be accompanied by an 
additional white tissue copy marked "Duplicate File." 


_ Exception 3: Any material prepared in the Social 
Security building and forwarded to thé 1778 Pemsylvania 
Avenue building for signature should be accompanied by an 
additional white tissue copy marked "Duplicate File." 


Exception : An extra copy of all letters to Members 
of Congress will be prepared and marked “For Mr. Childress.” 


_ Exception 5: When additional copies are required by 
regulation of the bureau, division, or section, instructions 
should be sought from the supervisor as to color and 
notations. 


Exception 6: All correspondence to the regional 
offices shall consist of an original, one white copy to 
accompany the original, one yellow copy and one blue copy 
for Central Files, one pink copy for Field Service. 


Zone 


12. The offices of the principal Government agencies 
in Washington are in the 25 zone. This number should be 
used in addition to the street address in the manner illus- 
trated below: 


Department of Labor | 

Fourteenth Street and 
Constitution Avenue, NW 

Washington 25, D. C. 
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Zone = Continued 


(a) Type "25" following Washington, D. Ce. 
on the letterhead until letterheads 
With the zone number are received. 


(b) Letters addressed to the White House 


and Members of Congress do not carry 
the zone number in the address. 


Date 


13. Letters for the signature of the Chairman do 
not carry the date on the ribbon copy. The date is typed 
below the dictator's name on all file carbons. 


Uy. Unless otherwise indicated the date is placed 
a few spaces (preferably two) below the printed letterhead 
with the first letter of the month in the center of the 
pagee The name of the month is written in full. 


Special Handling 


15- All letters sent by air mail, registered mail, 
special delivery, or messenger, bear the notation in all 
capitals underscored three spaces above the address, for 
exemple, "AIR MAIL." This should also be typed on the 
envelope. 


Request for Postage 


16. For special mailing, prepare a request for 
postage form and attach to letter with a clip. 


Inside Address 


17. The address is blocked against the left hand 
margin and single spaced. Letters prepared for the signa= 
ture of the Chairman carry the address at the lower left 
hand margin below the body of the letter and two spaces 
below the typed title. If the name of the organization to 
which the letter is addressed is exceedingly long, it is 
divided and written on two lines, indenting the second line 
three spaces, as follows: 
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Inside Address - Continued 


The United Brotherhood of Hod Carriers, 
Plumbers, and Workmen of America, Inc. 

599 Cherry Street 

Seattle, Washington 


(a) Do not abbreviate "Street," "Avenue," or 
the name of the state. Use "Co." instead 
of "Company" only if it is abbreviated on 
the letterhead of the incoming letter. 
Numbers used as names of streets should 
be spelled out, up to and including "one 
hundredth," as; 310 Nineteenth Street. 


(b) Always verify nemes, titles, and 
addresses when in doubt. 


(c) A woman who signs her name without "Mess" 
or "Mrs." should be addressed as "Wiss" 
unless some indication is given in the 
letter. 


(d) The attention line is two spaces below 
the last line of the address and flush 
with the left hand margin. The attention 
line does not appear on letters to 
Regional Manpower Directors. 


Salutation 

18, The salutation is directed to the person to whom 
the letter is addressed, not to the person to whose attention 
the letter is directed. 


19. For salutations used by the Commission, see 
chapter VI, "Forms of Address." 


Body 


20. The first paragraph of a letter begins two spaces 
below the salutation. All letters are block forn. 


21. All letters, regardless of length, should be 


Single spaced. Short letters should be set low on the page with 
wide margins. ; , 
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Second and Succeeding Pages 


22. If a letter is more than one page in length, the 
name of the addresses, page number, and date appear on the 
succeeding pages. The centered page number is one inch from 
the top (six vertical typewriter spaces) and the name of the 
addressee and date two spaces below this. 


Example: 


Mr. Miner May 18, 190 


23- The typing starts at least four lines beneath this 
heading, the exact number of spaces depending on the amount of 
typing ‘to be carried over to the second page. 


2;. When a letter requires more than one sheet, the 
last sheet should contain at least two lines in addition to 
the complimentary close and signature. On all typewritten 
material no less than two lines of a paragraph should appear at 
the bottom of the page, and by the same token, the last line of 
a@ paragraph should not be carried over to the next pagee Do 
not end a page with a divided or part of a hyphenated word. 


Complimentary Close 


25- The complimentary close begins in the center of the 
page, two spaces below the body of the letter. 
Si gnature 

26. The name and title of the person for whose signature 
the letter is prepared are typed five spaces below the compli- 


mentary close. 


27- Letters for the signature of the Chairman do not 
carry the typed name. 
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Signature for Chairman 


28. Replies to correspondence from Members of Congress, 
Cabinet officers and heads of independent establishments shall 
be for the signature of the Chairman when the replies in any 
way involve official business of the Commission. The following 
procedure shall be followed. 


(a) If the commmication is addressed to an 
official of the War Manpower Commission 
other than the Chairman, the recipient 
of the commmication should prepare a 
reply for the signature of the Chairman 
within three days following receipt. If 
a complete reply is not possible within 
this time the recipient should acknowl- 
edge the commmication, over his own 
signature, stating that the information 
is being obtained and the Chairman will 
forward a reply at the earliest possible 
date. 


(>) An extra copy of all letters to Members of 
Congress will be prepared and marked "For 
Mr. Childress.” 


Initials 


29. The name of the actual dictator, the initials of 
the stenographer, the code number, and control number (if any 
is shown on the control slip) appear on all file copies. 


Example: 


In reply (Typed in upper left hand corner.) 
refer to WMBF 


John Smith:rpl (Typed in lower left hand corner. ) 
A 12345 


30. Letters for the signature of the Chairman carry 
the date on the file copies also. 


Example: 


In reply (Typed in upper left hand corner. ) 
refer to WMBF 


James Brown:ces (Typed in lower left hand corner. ) 
A 1235 

May 16, 19h) 

Chairman's copy 
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Enolosures 


31. If material is to be sent with the letter, write 
the word Enclosure at the left hand margin, two spaces below 
the typed signature. The material should be identified in 
the body of the letter. When more than one paper is enclosed, 
the material shall be identified in the body of the letter 
and the number indicated below the ‘typed signature, as: 
Enclosures--3. If there are too many enclosures to identify 
in the body of the letter, they should be listed at the left 
hand margin two spaces below the typed signature on the file 
copies, as: 


Enclosures-<5 

Letter John Smith, January 1, 190 
Letter Tom Jones, January 3, 190 
Letter John Doe, January 6, 1 

Article on Employment Rates 
Memorandum re: Reemployment by States 


32. “Enclosure” is typed only on the file copies of 
letters for the signature of the Chairman=--not on the original 
or letterhead tissue. { 


Copies for Persons Other Than Addressee 
Pan Se ad adh delat dnt eaaescccie hte Diehl 


332 Copies forwarded to anyone other than the 
addressee are on WMC letterhead onionskin and bear the fol- 
lowing notation: CC: Mr. John Doe. This notation appears 
on all carbons of the letter, but not on the original unless 
so indicated by the dictator. The initials of the dictator 


and stenographer should not appear on letterhead copies. 


34. When letters are referred by Senators or Repre- 
sentatives to the War Manpower Commission for reply, copies 
should be made of the incoming mail so that original copies 
may be returned to the Congressman. 


Assembling 


35+ Correspondence is assembled in the following 
manner before being returned to the dictator for signature: 
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Assembling ~ Continued 


(a) The letter to be signed, and all enclosures, 
should be inserted, face upward, beneath the . 
flap of the envelope. The letterhead tissue, 
if used, is placed directly wderneath the 
outgoing letter. Enclosures may be stapled 
to outgoing letter (except on congressional 
letters). 


(bv) The yellow carbon copy is placed on top of 
the incoming letter, to which reply is being 
made, and all other carbons are placed back 
of the incoming letter. 


Envelope Address 


36. The address on the envelope is single spaced, 
blocked, and placed slightly to the right of the center of the 
envelope. 


Example: Mr. Jeremiah R. Green 
37 Crawford's Row 
Charleston 16 
South Carolina 


Letters Prepared for Special Signatures 


37. “Draft of a suggested reply" prepared for the 
approval of the President. 


(a) <A letter of transmittal should always 
accompany a draft of suggested reply. 


(b) The mumber of carbons will vary with the 
division. Carbons of the draft are made 
for each carbon of the transmittal letter. 
Two copies of each go to general files. 


(c) Plain white bond paper is used. Date, 
complimentary close, and signature are 
omitted. The body is double spaced. 


(a) Attach (do not paste) a frank for a 


manila envelope. All White House mail 
goes out unfolded. 
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Check List 
38. Upon completion of a letter the stenographer should 
compare with Check List, ppe Uj,-16 for proper checking of 
correspondence. 
39. Date: 
(a) Centered. 


(ob) Letters for the Chairman's signature--typed 
on file copies. 


hO. Code number, if any: Upper left hand corner of 
the first page. 


ll. Inside address: 
(a) Name: Correctly spelled. 
(b) Title: Check title carefully. 
(c) Address. 
L2. Envelope address: 
(a) Accuracy. 


(b) Attention: If letter is marked for 
attention of a particular person. 


(c) White House mail is never folded. The 
frank should be addressed for manila 
envelope. (Slip frank under paper clip. 

Do not paste on envelope.) 
(d) Air mail or other special handling required. 


(e) Zone number. 


3. References to incoming or previous letter, which 
are found in the first sentence: 


(a) Be sure any commmication referred to is 
attached to file. 


7 1605 P14 bu 


Check List = Continued 


le 


L6. 


(bv) Check date, addressee, signature, and any 
figures or names referred to. 


(c) Be sure the correct reference is made to 
the person signing incoming letter if 
outgoing letter is not addressed to the 
same persone 


Miscellaneous: 


(a) Spelling, grammar (e.g-, split infinitives, 


etc.), punctuation, capitalization. Do not 
guess: look it up! The misuse of commas 
is a common failing. 


(b) General appearance, neatness and setup, mar- 
gins, (see par. 8, p. 6 under "Arrangement"). 


Complimentary close and signature: 


(a) Appropriate complimentary close as specified 
by the dictator. 


(b) Prepared for signature of proper person. 

(c) Correct title. 

Enclosures: 

(a) Attached and noted on original and all 
copies. An exception being letters for 
the signature of the Chairman. These 
letters carry the word Enclosure only 
on the file copies. 

(b) If letter has been sent to us for return, 
this should be enclosed and copies should 


be attached for our files. 


(c) Enclosures stapled to outgoing letter 
(except congressional letters). 
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Chack List = Continued 


47. Carbon copies: 


(a) Correct number of copies. 


(b) Dictator's name, typist's initials, code 
and control numbers, if any, and date on 
letters for signature of the Chairman, 


(c) File copy initialed correctly by dictator. 


(d) Special notations--air mail, special 
delivery, etc., if any. 


48. Arrangement of files (see par. 35, pp. 12-13 


under "Assembling"). 


(a) Place all clips in left hand corner, 
using as few clips as possible. 


(b) Arrangement from bottom sheet up is shown 
below: 


(1) 
(2) 
(3) 
(4) 
(5) 


(6) 


Sample Letters 


Additional carbons or related matter. 
Previous files from general files. 
Current letter answered--yellow carbon. 
The letter to be signed and any 
enclosures are inserted beneath the 


flap of the envelope. 


Request for extra postage slip, where 
necessary. 


If letter has been rewritten, fold 


corrected draft lengthwise and place 
on top. 


49. Form letters illustrating correct style and 
procedure as outlined in the text of this manual follow 
immediately on pp. 17-22. 
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WAR MANPOWER COMMISSION 
WASHINGTON 25, De Ce 


Dear Congressman Smith: 


This form is suggested for all letters prepared for 
the Chairman's signature. In preparing the letter, 
the following points should be remembered. 


Letters written for the Chairman's signature are 
_ typed on War Manpower Commission letterhead bond. 


A lettsrhead tissue should be made and enclosed if 
correspondence is to a high-ranking official or to 
another Government department. Check back on page 
seven for the correct number of carbon copies. 


The original should be left undated. 


Address should be blocked two spaces below the typed 
title. The salutation is typed two spaces above the 
body of the letter. The letter is block form with 

no indentations for paragraphs. Complimentary close 
is typed two spaces below the body of the letter and 
the title five spaces below the complimentary close. 


Begin the complimentary close in the center of the 
page. 


The word Enclosure is typed only on the file copies 
and does not appear on the original. This is also 
true of the date, control and code numbers (if any), 
dictator's name, stenographer's initials, and the 
notation Chairman's copy. 


Sincerely yours, 


Chairman 


Honorable John Smith 
House of Representatives 
Washington, D. C. 
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Zone 
Date 
Reference Code 


Salutation 


Body of Letter 
Complimentary Close 
Signature 

Address 

Enclosure (if any) © 
Carbon Copies 


1 blue 
1 yellow 
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che 
ch. 
oh. 


che 
che 


che 
Che 
che 
che 
che 


Che 
che 


1 


TEXT REFERENCE 


S6Ce 
86Ce 
SEC 


86Ce 


SOC. 
SOCe 
8CCe 
SOCe 
S6Co 


86Ce 
8$6Coa 


12 (a)(b) pp. 7-8 


13 
3 
18 


20 
25 
27 
17 
32 


11 
30 


(b) 


pe 8 
Pe 5 


pe 9 
PPe 91-98 


pe 9 
pe 10 


pe 12 


pe ll 


1 white, if required, marked "Duplicate File" 


1 white marked "Chairman's copy” 


1 white marked "For Mr. Childress" 


1 letterhead tissue to accompany original 
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PAUL V. McNUTT 


Chairman 


» whe 


WAR MANPOWER COMMISSION 
WASHINGTON 25, De C. 


June 15, 193 


SPECIAL DELIVERY 


Mr. John Doe 
hsh5 Main Street 
Waterbury, Connecticut 


Dear Mr. Doe: 


This is the form used for special delivery, air-mail, 
and registered mail letters. 


Where the street address and post office box number 
are shown in the official directory, the street 
address should be used when writing a species delivery 
letter or sending a wire. 


Sincerely yours, 


Philip S. Broughton : 
Director of Information 


eee eee 


Text reference--ch. II, sec. 15-16, p. 8 
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WAR MANPOWER COMMISSION 
WASHINGTON 25, De Ce 


June 15, 193 


Warren Reed West, Ph. D. 
Assistant Dean of the 

School cf Government 
The Georges Washington University 
Washington, D. Ce 


My dear Dr. West: 


This will acknowledge the receipt of your letter of 
March 2, 190, requesting information in regard to oe. 


For your information, copies of illustrative material 
are enclosed herewith. 


Sincerely yours, 


Leonard W. A'Hearn 
Director, Budget and 
Aministrative Planning Service 


Enclosures-=3 


Text reference: 


Zone che II sec. 12, 12 (a) ppe 7-8 
Date ch. II sec. ly mn, 9 8 
Reference Code che II sec. 3 (b) me 5 
Inside Address ch. II sec. 17 ppe 8-9 
Salutation che II sec. 18 pe 9 
che VI PPpe 91-98 
Body of Letter che II sec. 20 Devrng 
Complimentary Close ch. II sec. 25 . Ds e710 
Signature che II sec. 26 De 210 
Address che II sec. 17 Dero ie 
che VI pp. 91-98 
Enclosure (if any) ch. II sec. 31 Da 212 


Carbon Copies che II sec. ll > pe 
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at Oe 


DRAFT OF SUGGESTED REPLY 


Dear Congressman Boehne: 


This Draft of Suggested Reply is set up on 
plain white bond paper in the regular form 


| of a letter, omitting date, complimentary 


close, and signature. The body is double 
spaced. A letter of transmittal to the 
President always accompanies this draft and 
it is set up in the usual form of a letter 

to the President. A frank properly addressed 


should be attached. 


' Honorable John W. Boehne, Jr. 


House of Representatives 
Washington, D. C. 


Text reference--ch. II, sec. 37, pe 13 


AUL V. McNUTT 


Chairman 


WAR MANPOWER COMMISSION 
WASHINGTON 25, De Ce 


(LETTER OF TRANSMITTAL TO THE PRESIDENT ) 


My dear Mr. President: 


Reference is made to your memorandum of 

transmitting a copy (or letter if original is sent) 

of a letter which had been addressed to you by 

Mr. of : relative to 
(identify fully) 


In accordance with your request, a draft of a sug- 
gested reply to Mr. is enclosed. 


Sincerely, 


Chairman 


The President 
The White House 
Washington, De Ce 


Text reference--ch. II, sec. 37 (a), pe 13 
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WAR MANPOWER COMMISSION 
WASHINGTON 25, De Ce 


PAUL V. McNUTT June 15, 1943 


Chairman 


American Association 
of University Women 

163 Eye Street, NW 

Washington, D. C. 


Mesdames: 


When the name of the person or persons 
addressed is not known, the customary 
salutation is "Dear Madam" or "Mesdames" 
for women, and "Dear Sir" or “Gentlemen” 
for mene 


Very truly yours, 


Lawrence A. Appley 
Deputy Chairman and Executive Director 


LL LLL LL OED CTL CET ETI 


Text reference--Inside Address, ch. II, 
sece 17, ppe 8-9 
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TELE GRAMS 


Form 


50. Telegrams should be prepared on standard form 
WjA. The box in the upper right hand corner of the tele- 
gram is filled in. 


FROM = War Manpower Commission 
BUREAU = (Insert Code Word.) 
CHARGE APPROPRIATION - (Insert appropriation. ) 


DATE - kay 29, 1913 


5l.e A telegram is considered a single telegram when 
addressed to one person, company, or organization. A single 
message addressed to two or more persons is considered a 
book telegram and, except in case of book telegrams addressed 

© Regional Manpower Directors, should carry the name and 
address of each person to whom the messege is to be dispatched. 
If directed to more persons than can be conveniently listed on 
the telegram form, the telegram may be addressed "To Attached 
List" accompanied by three copies of the list of addressees. 


dee If it is desired to forwerd a confirmation copy, 
an envelope must be attached. 


55- No addressee list is required for book telegrams 
addressed to Regional Manpower Directors. Such messafes may 
be directed to "All Regional Manpower Directors," or if 
intended for more than one but less than all, may be addressed: 


To Regional Manpower Directors 
i I, VI, IX, and XII 


5. <A telegram addressed to a Regional Manpower 
Director should carry the title, region, city, and state. 
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Form - Continued 


55. Write the classification, 1.e., straight telegram, 
day letter, night letter, teletype, etc., in all caps two 
spaces above the address. 


56. The address and signature are typed with initial 
caps and single spaced. The message is typed in all caps and 
double spacede 


57- The use of unnecessary words in the signature of 
messages, resulting in superfluous charges, is particularly 
noticeable. The telegraph companies allow only one signature 
and one necessary identification to be transmitted free of 
charge in a telegram. It is imperative, therefore, that each 
employee of the War Menpower Commission constantly bear in 
mind the cautions stated herein, to the end that these costs 
be reduced to the minimum. 


58. In replying to telegrams from War Manpower 
Commission personnel or activities the first words may be 
"Retel "and the appropriate code word will be 


(Code word) 


the last word in the body of the message. 


5O- In telegrams to persons or activities outside the 
War Nanpower Commission the code word will be placed after 
"Bureau" in the box in the upper right hand corner but not in 
the body of the telegran. "ae 


60. When it is necessary to revise an outgoing tele- 
grem, letter, or memorandum referred to you for clearance or 
signature, the office from which the commumication originated 
should be notified of the revision by furnishing it a copy of 
the commmication as revised. 


Fi gures and Punctuation Marks 


61. The commercial telegraph and radio companies will 
transmit punctuation marks and paragraphing as indicated, and 
no charge will be made: 
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Figures and Punctuation Marks - Continued 


(a) The allowable free punctuations are: 
Commas, periods, colons, semicolons, 
dashes or hyphens, quotation marks, 
parentheses, question marks, and 
apostrophes. 


(b) Punctuation which is spelled out, such 
as “stop,” “period,” "comma," etc., 
however, is charged as a word and shall 
not be used. 


62. Numbers may be expressed in figures-~a group of 
five figures or less being counted as one word. Fractions 
may be expressed in figures by the use of the diagonal bar, 
ass 1675-3/5, 2/25. Each fraction is counted as one word. 
Three hundred and seventy-six dollars forty-four cents 
should be written $376... 

63. Cities or states of two or more words are 
written as one word, for example: STLOUIS, SALTLAKECITY, 
SOUTHCAROLINA. 
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STANDARD FORM No. t4A 
APPROVED BY THE PRESIDENT 
MARCH 10, 1926 


TELEGRAM 


OFFICIAL BUSINESS — GOVERNMENT RATES 
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TELETYPE 


Regional Manpower Direotor 
Region VII 
Atlanta, Georgia 


FROM WAR MANPOWER COMMISSION 


a 


BuREAU WMEX = 2 


CHG. APPROPRIATION ] 00.001 
ul 1 


APPLICATION JOHN DOE SATISFACTORY. ARRANGE FOR INTERVIEW 


WASHINGTON JULY 10 WMFA 


Northrop For Deputy Chairman and Executive Director 


Se ee ee ee 
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MEMORANDA 


Distribution 


4. Correct distribution of each reproduced document 
is indicated on the first and last pages. (See Appendix-- 
Standardized Distribution of Informational and Instructional 
Material. ) 


Number of Copies 


65. (a) A blue and yellow copy of inter~office or inter- 
agency memoranda are sent to general files. The instructions 
regarding duplicate file under "Letters," chapter II, section ll, 
pertain to memoranda also. 


(b) All correspondence to the regional offices shall 
consist of an original, one white copy to accompany the original,. 
one yellow copy and one blue copy for Central Files, one pink 
copy for Field Service. 


Form 


66. Memoranda are written on plain white bond paper, 
letterhead, or inter-office commmications and single spaced, 
block form, flush with the left hand margin. The typing should 
be well balanced. If plain white bond paper is used the date 
should be placed at the upper part of the page, beginning 
approximately in the center. There are three spaces between 
the words "MEMORANDUM" and TO and three between SUBJECT and the 
first line of typing. If the memorendum is of a confidential 
nature the word "Confidential" should be typed in the upper 
right hand corner and underlined. 


Titles 


67. The title Mr., Mrs., cr Miss is used before the 
name of the person to whom the memorandum is directed, but not 
before the name of the person who is writing the memorandum. 


Second and Succeeding Pages 


68. If a memorandum is more than one page in length, the 
name of the addressee, rage number, and date appear on the suc- 
ceeding pages. The centered page number is one inch from the 
top (six vertical typewriter spaces) and the name of the addressee 
and date two spaces below this. The first line of the body of the 
memorandum should be started four spaces below this identifying 
line. 
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SOR 


Code Word 


69. The appropriate code reference will be placed on 
all memoranda prepared in the Washington office of the War 
Manpower Commission in accordance with the following: 


(a) To War Manpower Commission personnel or 
activities. 


On upper left hand corner of the first 
page, preceded by the words: "In reply 
refer to--," e.f., 


In reply 
refer to WMBF 


(b) To persons or activities outside the War 
Manpower Commission. 


The appropriate code reference will be 
placed only on file and War Manpower 
Commission office copies of memoranda. 


Field Memoranda 


70. All instructions to the field shall be addressed 
to the appropriate Regional Manpower Director or Directors. 


71. Correspondence which is instructional in character 
shall be prepared only for the signature of the Deputy Chairman 
and Executive Director or the Deputy Executive Director. 


72. Correspondence which is of an informational, inter- 
pretative, or advisory character shall be prepared for the 
signature of the Deputy Chairman and Executive Director, Deputy 
Executive Director, Assistant Executive Directors, or Bureau 
and Service Directors. 


73+ The procedure prescribed above shall be followed 
in every case except when specific written authority to vary 
this has been extended by the Deputy Chairman and Executive 
Director to the Director of the Bureau or agency concerned for 
other chamels of communication. 
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WAR MANPOWER COMMISSION 
WASHINGTON 25, De. Ce 


June 15, 193 
AAUL VY. McNUTT 
Chairman 
In reply 
refer to VWMEX 


MEMORANDUM 


TO: Regional Manpower Director 
Region X 


FROM: Lawrence A. Appley 
Deputy Chairman and Executive Director 


SUBJECT: Identification Code 


To facilitate direct routing of telegrams and mail, 
a system of identifying reference symbols is being 

adopted for use in the Washington office of the Var 
Manpower Commission. 


There is no requirement that regions follow a simi- 
lar procedure. If, however, such action is taken 
the first two letters of the regional code should 
be "RN" and the third the number of the region in 
accordance with the following: 


Region I RNA 

Region II RNB 
LI TE ete lt rete, 
Text reference: 


Field Memorenda ch. II sec. 70, 71, 72, 73 pe 28 
(a) 


Zone che II sec. 12 (a Peinc 
Date che II sec. 66 Ds ey 
Code che II sec. & pe 28 
. Form ch. II sec. 66 Pe 27 
Carbon Copies che II sec. 65 Pe 
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WAR MANPOWER COMMISSION 
Interoffice Commumication 


June 15, 1943 
In reply 
refer to WMAC 
TO: Mr. Harold Dotterer 


Chief, Administrative Service 


FROM: Le Je Cochrane, Chief 
Communications and Review 


SUBJECT: Travel Authorizations 


All travel expires June 30, 19,3, the end of 
the fiscal year, and we are making arrange- 
ments for the next fiscal year. 


It has been decided that all travel should be 
issued for a three-month period rather than 
on a six=-months basis. 


Text reference: 


Date ch. II sece 66 pe 7 
Form ch. II sece 66 pe 27 
Code ch. II S6Ce 69 Pe 28 
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be 


WAR MANPOWER COMMISSION 
Interoffice Commumication 


June 15; 1943 


In reply 
refer to WMEX 


TO; Regional Manpower Director 
Region I 
FROM: Lawrence A. Appley 


Deputy Chairman and Executive Director 


SUBJECT; Use of Form Letters 


The use of form or rrocessed letters and postal 
cards, with a printed or stamped notation to 
explain their use as a@ war measure, is. advisable 
and permissible when routine replies to corres= 
pondence are made. 


For the Deputy Chairman 


and Executive Director 


Harold Dotterer, Chief 
Administrative Service 


This is the form for an official authorized to 
sign for the Deputy Chairman and Executive 
Director or Deputy Executive Director. 

Text reference: 


Field Memoranda che II sec. 70, 71, 72, 73 pe 28 


Date che II sec. 66 Pe 
Form ch. II sec. 66 De 7 
Code ch. II sec. 69 pe 28 
Carbon Copies ch. II sec. 65 pe 27 
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Chapter III 


COPY WORK 


LETTERS 


General Instructions 

1. All copies of letters made from originals should 
be plainly marked "COPY." This word should be typed in all 
capitals, flush with the right hand margin. 


Example: COPY 


2.» Unless otherwise instructed, when copying letters 
type the letterhead and address of the firm writing the 
letter. 


3- Do not crowd material when copying. Leave a neat 
margin on both the left hand and right hand sides and also 
at the top and bottom, even though the original is not so 
written. Typographical errors and obvious errors in spelling 
should be corrected unless instructed to make verbatim copies. 
If typewritten matter consists of more than one page, all 
subsequent pages of copy should be consistent in form. 


l. In copying material which bears a signature, the 
signature should be included as part of the text. 


Example: /s/ John Doe 
5- Indicate in parentheses at the end of the typed 
copy, flush with the left hand margin, whether the original 
material was typewritten or handwritten. 
Example: 
(Typewritten letter) 


or 
(Handwritten letter) 


7-1605 P34 bu 


MANUSCRIPTS 


Headings 


6. Main headings are centered and typed in all 
capitals. 


7. Subheadings are usually flush with the left 
hand margin, typed in initial caps and lower case, and 
underscorede 


8. All headings of the same relative importance 
in any one manuscript should be treated alike in regard 
to capitalization, underscoring, and position on the page. 


Preliminary Material 


9. The table of contents is typed in lower case 
except for the first word of each heading and in the 
case of proper nouns and adjectives. 


Text 


10. The body of the material is typed double space 
unless otherwise instructed. 


11. In copying material in rough draft, the typist 
should correct all obvious grammatical errors without 
changing the phraseology. 


12. On all typewritten material, no less than two 
lines of a paragraph should appear at the bottom of the 
page and the last line of a paragraph should not be carried 
over to the next page. 


13. <A page should never end with a divided or 
hyphenated word. 


Uy. When listing several states, alphabetical order 
is used unless the author wishes to use geographic or rank 
order. 


15. In tabular work in screech hay stubs must be 
consistent in style and content. 
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Pagination 


16. The table of contents, preface, introduction, 
title page, and other preliminary material placed at the 
beginning of a manuscript, are numbered separately from 
the text. Lower case Roman numerals (i, ii, etc.) are 
used for this material. Although the title page counts 
as page i, the number does not appear; therefore, the 
numbering should begin with "ii." 


17- The text is numbered consecutively at the top 
of the page in the center, using Arabic numbers (1, 2, etc.). 
The number is typed one inch from the top of the page, six 
vertical typewriter spaces on standard typewriter, and the 
text begins four spaces below the number except where there 
is a major heading, in which case the text begins six spaces 
below the number. 


18. Material additional to the text (like indexes 
and appendixes) is numbered continously with the text. 


Order of Material 


19. Material is arranged in the following order when 
numbering peges: 


Title page 

Table of contents 
Preface or foreword 
Introduction 

Text 

Appendix 

Index 


Preparation of Copy for Duplication 
20. <All material for reproduction must be approved by 


the Procedures Division, and the final choice of method used 
will be determined by the Administrative Service. 
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Preparation of Copy for Duplication - Continued 


(a) Mimeographing 


(1) Material should be typed page for 
pare in the form in which it is 
desired when reproduced. The text 
ean then be distributed among 
several stencil-cutters, thereby 
expediting the job. 


(2) Pencil corrections, if clearly and 
legibly made, are permissible for 
one or two words. Wheres excessive 
corrections are necessary, however, 
tne page should be retyped to avoid 
errors in misreading or misplacing 
of insertions. 


(ob) Ozalid 


(1) This process is used to reproduce a 
limited number of: copies. The 
material is typed upon glazed onion- 
skin paper backed by a carbon sheet. 


(2) Avoid smudging the copy when handling 
by placing blank onionskin paper over 
the top and bottom of the copy. All 
erasures must be cleanly made. 


(c) Photostat 


(1) This process is used to reproduce a 
limited number of copies of a document. 


(2) Notations should be made in ink if they 
are to appear on the photostat. 


(d) Multilith 
(1) The copy should be prepared carefully 


as the reproduction is exactly the same 
as the copy submitted. 
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Preparation of Manuscript 
el. Form 


(a) The copy is double spaced. 


(b) In typing material to be printed by 
the Goverment Printing Office or 
for magazine publication, each page 
should start with a new paragraph. 


(c) Tabular material is typed on sheets 
separate from the text as it is 
handled separately during composition. 


22. Corrections in copy 


(a) Typewritten changes or insertions made 
in the final copy are permissible, but 
the page should be retyped if many 
changes are necessary. 


Footnotes 


23- General instructions 


(a) Footnote symbols follow punctuation 
marks. 


Example: The exact words were: "The 
pursuit of liberty is not the profession 
of weaklings."1/ 


(b) Footnotes are numbered consecutively, 
beginning with 1 on each page, and there 
should always be the same number of 
reference figures in the text as notes 
at the foot of the page. 


(c) Footnotes are always single spaced. 
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Footnotes = Continued P 


(a) 


(e) 


(f) 


In typed manuscripts the footnote is 
typed at the bottom of the page on 
which the footnote reference symbol 
appears, and is set off from the body 
of the text by a line drawn across 
the page one space below the text. 


The following abbreviations are used 
in footnotes: 


(1) par. (plural, pars.), paragraph 

(2) p- (plural, pp.), page 

(3) fig. (plural, figs.), figure 

(4) ch. (plural, chs.), chapter 

(5) pp. 7 f. (page 7 and following page) 
(6) pp. 5-7 (pages 5 to 7 inclusive) 

(7) ibid. (for the Latin ibidem, "in the 


same place") should be used when 
references to the same work follow 


each other without any intervening 
reference. (See sample page 40) 


(8) op. cit. (for the Latin opere citato, 
"in the work cited") sheet be used 
in referring to a work which has al- 
ready been cited in full, but not in 
referring to a citation immediately 


preceding. See sample page 


When referring to a book in the text for 
the first time, the footnote reference 
must contain the following information 
(see sample page 0): 


(1) the author's surname, followed by 
his initials 


(2) title of the book, underscored 
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Footnotes = Continued 
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(g) 


(a) 


(3) number of the edition, if more than 
one 


(4) the facts of publication, including 
place of publication, publisher and 
date of publication, in parentheses 


(5) the volume, if more than one, and the 
page numbers 


When referring to an article in a periodical, 
the information in the footnote is the same 
as for a book reference with this exception: 
The author's name is followed by the title 
of the article in quotation marks; the name 
of the periodical is then underscored, etcee. 
(See sample page 1,0) 


2. Material for duplication 


The rules under General Instructions apply, 
without exception, to material for ; 
duplication. 


Material for publication 


(a) The footnote begins on the line following the 


footnote symbol and is set off from the body 
of the text by lines drawn across the page. 
This examplel/ is the correct manner of setting 


sswell, Harold D., Propaganda Teohnique in 
e World War, (New York: gr oe ‘Kn se Het: 
» Pe 


up a footnote which appears in the body of text 
being prepared for publication. 
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Footnotes - Continued 


26. Tabular work 


(a) 


(b) 


(c) 


Where the use of letters or figures 
might lead to confusion or error, 
asterisks and daggers may be used. 


Footnote references are numbered or 
lettered consecutively across a table 
from left to right and are not raised 
above the figures. 


In a figure or date colum a footnote 
reference standing alone is set in 
parentheses and placed under the last 
digit; if standing with a figure it is 
placed to the right of the figure. 
(For material prepared for the Govern~ 
ment Printing Office, it is placed to 
the left of the figure.) Asterisks 
and daggers are placed under the last 
digit in the colum. (See examples 
below): 


1/123,116 
(2) 
11,806 

* 


19), ,605 
t+ 
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Sample Page on Footnoting 


Time marches on eeee In 1917, America was a regimented 
nation. 1/ Baruch controlled the wheels of industry and Creel 
the wheels that go around in people's heads.2/ Traffic cops 
and mail carriers wore skirts. The land had turned yellowish 
brown=--the shade of khaki .3/ There was three dollar wheat 
and twenty-five cent cotton. There were meatless, wheatless, 
sweetless days. 

Congressmen who had voted against participation in the 


war were jostled on the streets, insulted and spat upon.})/ 


} 
There was a blackout of culture: Wagner, Schubert, and 
Bach were played furtively; Goethe and Heine were read surrep- 


titiously.5/ Names were changed; honorary degrees revoked; 


history books tampered with.6/ Preachers thundered from pulpits.7/ 


1/Palmer, Frederick, Newton D. Baker: America at War, (New York: 

Dodd, Mead & Company, 1931), Vole I, p. 62. 

e/Ibid., pe 102 Refers to Palmer's work as indi- 

Xo aaa cated in the preceding note, 

3/Villard, Oswald Garrison, "Issues and Men," The Nation, 

(June 3, 1936), pp. 165 f. 

l/Viereck, George Sylvester, Spreading Germs of Hate, (New York: 

Horace Liveright, 1930), pp. 40-5. | 

5/villard, Ops: Ol Veunpe/ LLU Refers to Villard's article as 

es cited in footnote 3. Ibid. may 
not be used because of another 
intervening reference.| 


6/Viereck, op. cit., pe 71. [Refers to Viereck's book as 
cited in footnote ).] 
T/Ibide, Pe 75. (Refers to Viereck's book. Ibid. 


is correct here since there is 
no intervening reference since 
the last citation of the work, 
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OUTLINING 


General Instructions 


27- All ideas that are parallel in thought should be 
expressed in similar form. They may be expressed in nouns, 
verbs, phrases, clauses, or sentences, but the form chosen 
should be followed consistently. The use of a single sub- 
heading should be avoided. 


28. Headings or topics of the same relative importance 
should be indented equally and mmbered consecutively. 


29. Numerals and letters are alternated in drawing up 
an outline to distinguish headings of various degrees of 
importance. 


30. The correct form for setting up an outline is 
shown below: 


TITLE 


I. Roman numerals are used for the first 
main topic. 


Ae Capital letters are used for the 
next subdivision. 


1. Arabic numerals are used for 
the next subdivision. 


Be CG 6 


&e Small letters are used for 
the next subdivision. 


be Etc. 
(1) Arabic numerals in 
parentheses are used 
for the next subdivision. 
(2) Bto. 
(a) Small letters in paren- 
theses are used for the 


next subdivision. 


(bd) Eto. 
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CORRECTION MARKS FOR ROUGH DRAFT MATERIAL 


The following marks are based on the printers! por nete ‘ 


tion marks for galley proof as set forth in the Style Manual — 
of the Government Printing Office: 


© Period [7 o* LJ Move up or move down 
> Comma “x Transpose 

— Hyphen ee on ah tat it stand 
: Colon foe Dele--take out 

5 Semicolon @® Broken letter 

Vv Apostrophe DP Paragraph 

Vv / Y Quotations You No paragraph 
“7 ¥m quadrat Wy Wrong font 
Ac One-em dash 7 0° “4 7F Equelize spacing 
AE Two-em parallel dash = ee at ate 

~4 Push down space 2 oX 4.C.Small capitals 

<S Close up L C. Lower-case 

VLess space Yor Superior or inferior 


A Caret--left out, insert mart bh Ttalte 


2 Turn to proper position torr. Roman 
Fe Insert space gly Brackets - 
[ot] Move to left or to right (/) Parentheses 
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Correction Marks for Rough Draft Material - Continued 


The following material illustrates the use of 
printers proof marks: 


TYPOGRAPHTCAL ERRORS)-“© piled oe 


AL. does) not appear that the earligxst printers had ¢ 
VY any method of’correcting errors “before the form um 
© was on the press, The learned Tke—learmed-correctors of 
the first two centuries of printing were notproofreaders #¢ 
, in our sense/ they wrere rather what we should erm 9 3/9 
office editors. Their labors were chiefly to see that 
the proof corresponded to the copy, but that the printed 
Span ) page was correct in its Jatinity/ that—the-wordswere— 42 
= pal snore; and that the sense was right. They cared but —? 
little about orthography, bad letters,or purely printers! , LA 
errors, and when the text seem to them wrong they con- 
sulted fresh authorities or altered it on their om 
responsibility. Good proofs, in the modern sense, were , 
mot HFApgpossible wntil professional readers were employed/ men: ae 
_ 4* whothad/first)a printer's education, and then spent many 
A years in the correct/on of proof. The orthography of 
English, which for the past century has undergone little 
LJ change, was very fluctuating until after fhe publication /7 
of Johnson's Dictionary, and capitals, which have been 
used with considerable regularity for the past 80 years, 
were previously used on the}miss/or|hitjplan. The pee 
9 approach to regularity, So far as we have, may be Pe am 
attributed to the growth of a class of professional 
proofreaders, and it is to them that we owe the correct- 
D+ ness of modern printing. , More er/ors have been found in 
the Bible than in any other one work. For many genera- 
tions it was frequently the case that Bibles were brought 
out stealthily, from fear of governmental interference. 
C They were frequently printed from imperfect texts, and 
were often modified to meet the views of those who 
Ay pudlised them,The story is related that a certain woman of # 
in Germany, -whe-wes- the wife of a Printer,,andé had become Lefuhd Y, 
disgusted with the continual assertiong o9 the superiorityG /£ 
of man over woman which she had heard, hurried into the é 
composing room while her husband was at supper and altered 
Ya sentence in the “Bible, which he wasprinting, so that it # 
\y /N\’ read, Narr, instead of,Herr,, thus making the verse read WAY 
Bi ys, "And he shall be thy fool" instead of "gnd he shall be thy 4% 
LMA xora." The word ,not,was omitted by Barker, the Ming's y f 
a printer in England in 1632, in printing the seventh = 
© commandment, He was fined #%/000 on this account. 
5 


“ 
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Chapter IV 
TYPOGRAPHIC STYLE 


CAPITALIZATION 


General 


l. The general principles governing capitalization 
are that proper nouns and proper adjectives are capitalized 
and that common nouns and common adjectives are not. The 
difficulty in applying these principles lies in the fact 
that some nouns and adjectives are construed as proper in 
certain connections and common in others. It is impossible 
to solve in advance every problem that may arise with regard 
to capitalization of specific words, but by considering the 
purpose to be served and the general principles it is always 
possible to attain a reasonable uniformity. 


2. It is desirable to avoid capitalization as much 


as possible in order that its purpose--to indicate pre- 
eminence, respect, or distinction--may not be defeated. 


Countries, Domains, and 


Their Governmental Units 


3- The designation of countries, domains, and their 
governmental units are capitalized only if used as part of 
@ proper name or with reference to a specific country. 


Example: 


United States: the Republic, the Nation, 
the Union, the Federal Government, the 
National Government--should be capitalized 
when used as synonyms for United States. 


-l5- 


Countries, Domains, etc. - Continued 


lh. The similar designation commonwealth, confederation, 
federal, government, nation, powers, union, etc., are capital= 
ized ay if used with or as proper names or as proper 
adjectives. 


Examples: 


British Commonwealth: Commonwealth of 
Massachusetts; the Commonwealth; but 
commonwealth (in general use) 


National Government (of any specific nation); 
but national customs 


Federal civil service (referring to United 
States) 


5. In general it has been the practice in the War 
Manpower Commission to avoid the use of capitals in such words 
as federal and state when used in a general sense. 


6. State should be capitalized when referring to one 
of the states of the United States. 


Example: 


This program is not in operation in the 
State of Montana. 


Organized Bodies 


7. The full names of organized bodies and the distin- 
guishing substitutes for such names are capitalized. 


Examples: 


United States Congress: Seventy-fifth Congress; 
Congress; the Senate; the House; Committee of 
the Whole, the Committee; but the committee 
when not referring to a specific committee 
named--as, all other congressional committees. 
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Organized Bodies = Continued 


Department of Agriculture: the Department; 
Division of Publications, the Division; 
but all departmental units, in general sense-- 
Tegislative, executive, and judicial depart- 
ments; department clerk. 


Bureau of the Census: the Census Bureau; 
the Bureaus; the Census Office. 


Interstate Commerce Commission: the 
Commission. 


War Manpower Commission: the Commission. 
Treasury of the United States: General 


Treasury; National Treasury; Public 
Treasury; the Treasury; Treasury notes. 


Members of Organized Bodies 


8. The designation of members and adherents of organized 
bodies are capitalized where it is necessary to distinguish them 
from the same words used merely in a descriptive sense. 


Examples: 
a Democrat a Socialist 
a Liberal a Communist 
@ Boy Scout a Representative 


(U. S. Congressman) 


Titles of Persons 

9. <Any title immediately preceding the name of a person, 
or any designation used as a title immediately preceding the 
name of a person, is capitalized. 


Examples: 


Lieutenant Fowler Chairman Hale 
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Titles of Persons - Continued 


10. A title following the name of a head or assistant 
head of state, a high government official, a ruler or a prince, 
or a title used alone as a substitute for such a name, is 
capitalized. 


Examples: 


Franklin D. Roosevelt, President of the 
United States: the President; the 
Executive; the Chief Magistrate; the 
Commander=-in-Chief; similarly, the 
Vice President; but presidential 
approval. Me 


Herbert R. O'Conor, Governor of Maryland: 
the Governor; the Governor of Maryland; 
similarly, the Lieutenant-Governor. 


Cordell Hull, Secretary of State: the 
Secretary; similarly, the Under Secretary; 
the Acting Secretary; the Assistant 
Secretary; the Chief Clerk; the Assistant 
Chief; etc. 


ll. A title of lesser rank or distinction than the 
titles indicated above is not generally capitalized when 
following a name or when used without a name. 


Examples: 


Cloyd H. Marvin, president of the George 
Washington University; the president. 


John Smith, chairman of the committee; 
the chairman. 


C. H. Eckles, professor of philosophy, 
Columbia University; the professor. 
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Personification 
le. <A personification is always capitalized. 
Example: 


The Chair recognized the gentleman from 
New York. 


Regions, Locations, and 
Geographic Features 


13. A descriptive term used to denote a definite region, 
locality, or geographic feature is a proper name and is there- 
fore capitalized. 


Examples : 


the North Atlantic States 

the Gulf States; the Central States 

the West; the Midwest; the Middle West 
the Eastern Shore (Chesapeake Bay) 

the Badlands (South Dakota) 

the Driftless Area (Mississippi Valley) 
the Continental Divide (Rocky Mountains) 
the East Side (section of a city) 

the Continent (continental Europe) 


U4. A descriptive term used to denote mere direction 
or position is not a proper name and is therefore not 
capitalized. 


Examples: 


north; south; east; west 

northerly; northern; northward 

eastern; oriental; occidental 

east Tennessee; southern California 

west Florida; but West Florida (1763-1819) 
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Calendar Divisions 


15. The formal names of calendar divisions are 
capitalized. 


Examples: 
January; February; March 


Monday; Tuesday; Wednesday 
but spring; summer; autwm; fall; winter 


 frade Names 


16. <A trade name is capitalized; a mere desoriptive 
class term, or a common noun following the trade name of a 
brand, market grade, or variety, is not capitalized. 


Examples: 
Bon Ami (trade name) Choice lamb (market 
Listerine (trade name) grade) 
durum wheat (class term) Yellow Stained cotton 
Ford sedan (brand) (market grade) 
Airline honey (brand) Red Radiance rose 


(variety) 


Religious Terms 


17- All words denoting the Deity, except who, whose, 
and whom; all names for the Bible and other sacred writings; 
and the names of confessions of faith and of religious bodies 
and their adherents are capitalized. 


First Words 
18. The first word following "Whereas" in resolutions, 
orders, contracts, etc., is not capitalized; the first word 


following an enacting or resolving clause is capitalized. 


19. The first word and all principal words in addresses, 
salutations, and titles accompanying signatures are capitalized. 
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First Words - Continued 


20. The first word of a sentence, of an independent 
clause or phrase, of a direct quotation, of a line of poetry, 
or of a formally introduced series of items or phrases follow 


ing a colon, is capitalized. 
Examples: 
The question is, Shall the bill pass? 
He asked, "And what became of the vouchers?" 


The assay content was as follows: Gold, 0.5 
ounce to the ton; copper, 8 per cent, etce 


21. The first word following a colon, an exclamation 
point, or a question mark is not capitalized if the matter 
following is a merely supplementary remark making the sense 
fuller or clearer. 


Example: 
Revolutions are not made: they come. 


ee. The first word of a fragmentary quotation should 
not be capitalized. 


Example: 
He objected "to the phraseology, not to the 


idea.” 


Common Nouns With Dates, 


Numbers, and Letters 


23» A common noun used with a date, number, or letter 
merely to denote time or sequence, or merely for the purpose 
of reference, record, or temporary convenience, is not 
capitalized. 
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Common Nouns With Dates, 
Numbers, and Letters - Continued 


Examples: 

treaty of 1916 article 1 appendix C abstract B 

war of 191) book II cless I collection 6 

twentieth century chapter III colum 2 exhibit D 

second ward page figure 7 group 7 

part I paragraph |, plate IV schedule K 
table ) signature section 3 
volume X station 27 


a 


Common Nouns With Names of Persons 
eerie ee 


2. A common noun used with the name of a person descrip- 
tively is not capitalized. 


Examples: 
Jay treaty Napoleon's army 
Kellogg pact Roosevelt administration 


Common Nouns and Adjectives 
in Proper Names 

25. A common noun or common adjective forming an essen- 
tial part of a proper name is capitalized; the common noun used 
alone as a substitute for the name of place or thing is not 
capitalized. | 

Examples: 


Massachusetts Avenue; the avenue 


Crow Production Credit Association; 
the association 


Farm Credit Act of 1933; the act 
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Particles in Names of Persons 


26. In foreig names such particles as d', da, della, 
van, and von are capitalized wless preceded by a forename or 
title. 


Examples: 


D'Orbigy Da Ponte 
Alcido d'Orbigny Cardinal da Ponte 


27. %In American and British names such particles are 
usually capitalized even if preceded by a forename or title, 
but individual usage, if ascertainable, should be followed. 


Examples: 
Justice Van Devanter Reginald De Koven 
Thomas De Quincy William De Morgan 


Henry Van Dyke (his usage) 


Headings 


28. In material set in caps and lower case, all words 
should be capitalized except articles, prepositions, and 
conjunctions of less than four letters. 


Miscellaneous 


29. The name of a race should always be capitalized. 
Examples: 


Caucasian Negro 
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SPELLING 


General 


30. In case of doubt as to the correct spelling 
of any word, it should be looked up in the dictionary. 
The library has available all types of reference material. 


31. Check on the spelling of all proper names. 
In the case of a Senator or Representative, consult the 


Congressional Directory for the correct spelling. 


32. Phonetic spelling, like tho and thru, is not 
to be used. 


34- Care should be taken to Soran the correct 
singuler or plural of words. 


3h. For the correct spelling of executive depart- 


ments of the Federal Government, independent Federal boards, 


commissions, establishments, and the like, consult the 


Congressional Directory. 
35. The following words are hyphened: 


county-wide 
state-wide 
nation-wide 
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ABBREVIATIONS 


General 


36. Abbreviations are to be avoided in all outgoing 
correspondence, with a few standard exceptions such as the 


following: 
Mr Dre Sre BoM. 
Mrse JYre etc. PeMe 


37e Address company as they use it themselves. Use 
"Inc." instead of "Incorporated" if the word is abbreviated 
in the firm name. And "Co." if the word is abbreviated in 
the firm name. 


38. In street addresses the following abbreviations 
are preferred: 


Northeast--NE 
Northwest--Ni 


Southeast-=--SE 
Southwest-<Sij 


\ 


Title Abbreviations 


39. Title abbreviations should not be separated from 
the name to which they belong. 


Use of Abbreviations 


0. Use as few abbreviations as possible. 
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Ose of Abbreviations - Continued 


hi. States, months, titles, and Christian names are 
not to be abbreviated. 


lL2. The words street, avenue, boulevard, etc., when 
appearing in the address of letters are written in full. 


43. The date of the month is not followed by d, nd, 
rd, st, or th, except when the word the precedes. 


Example: 
November 23 or the 24d of November 
jj. Avoid the use of the sign % except in a series 
of numbers. The word should be written per cent. Also 


avoid the use of the sign & The word should be written 
and except when the sign is used in the name of a firm. 


State Abbreviations 
5. The names of the states should not be abbreviated. 


Where abbreviation is absolutely necessary, however, the 
following list of abbreviations should be followed: 


Ala. Kans. N. He Se 1C- 
Ariz. Kye Ne. de S. Dak. 
Ark. La. N. Mex. Tenn. 
Calif. Md. Nei Ye Tex. 
Colo. Mass. N.. Ce Vt. 
Conn. Mich. Ne. Dak. Va. 
Del. Minn. Okla. Wash. 
De Co Miss. Oreg. We Va. 
Fla. No. Pa. Wis. ¥ 
Ga. Mont. Va vhe Wyo. 
Ill. Nebr. P. Re 

Ind. Nev. Re Ie 


46. The following states are not abbreviated: 


Idaho Ohio 
Iowa Utah 
Maine 
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Common Abbreviations 


AeDe, amno Domini (in the 
year of our Lord) 

A.ke, anno mmdi (in the 
year of the world) 

Q@eme, ante meridian 

BeCe, before Christ 

cae, cira (about) 

cf., confer (compare) 

CeCede, Cash on delivery 

CePeoae, certified public 
accountant 

@ofe, exempli gratia 
(for example) 

et. ale, et alii, ot alia 
(and others) 

etc., et cetera (and so 
forth) 

et. seq.e, et sequentes, st 
sequentia (and the 
following) 

et ux., et uxor (and wife) 

f., ff. and following 
page(s) 

feoed., free on board 

ibid., ibidem (in the same 
place) 

ids, idem (the same) 

-i.e.e, id est (that is) 

kw.-hr., kilowatt-hour 
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loc. cite, loco citate 
(in the place cited) 

mMSe, MSS-, manuscript, 
manuscripts 

Ne€eSe, not elsewhere 
specified 

No., Nose, number numbers 
(only preceding figures) 

nol prose, nolle prosequi 
(to be unwilling to prosecute) 

non prose, non prosequitur 
(he does not prosecute) 

Ope cite, opere citato 
(in the work cited) 

Pes PPe, page, pages 

pet., per cent (no period), 
per centum 

Pelne, DOSE meridian 

qeve, quod vide (which see) 

repem, revolutions per minute 

rr., railroad 

ry-, railway 

ser., series 

Spe gre, specific gravity 

S.S., steamship 

T., Tps., township, towmships 

Ve or vse, versus (against) 

viz, videlicet, (namely) 


Abbreviations of Militar 
and Naval Titles 
Regular Army (Active List) 
Line Officers 


Title Abbreviation 
General Gene 
Lieutenant General Lieut. Gen. 
Colonel COs 
- Lieutenant Colonel Lieut. Col. 
Major 7 Maj. 
Captain Capt. 
lst Lieutenant lst. Lieut. 
2d Lieutenant 2d Lieut. 


Non-commissioned Officers (N.C.0.) 


Warrant Officer None 
Cadet None 
Sergeant Sergt. 
Corporal Corp. 


United States Navy (Active List) 
Line Officers 


Admi ral None 

Vice Admiral None 

Rear Admiral R. Adm. 

Captain Capt. 

Commander Comdr. 

Lieutenant Commander Lieut. Comdr. 
Lieutenant Lieut. 

Lieutenant (junior grade) Lieut. (J.G.) or (j.z.) 
Ensim Ens. ite 


Retired (Ret.) List 
Titles for Retired Line officers ars the same as on 
the active list, with the addition of the grade of commodore, 


which takes rank just below that of rear admiral. The 
abbreviation Ret. follows each name. 
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Abbreviations of 
Military and Naval Titles - Continued 


Staff Officers 


medical officers professors of mathematics 
dental officers naval construotors 

supply officers civil engineers 

chaplains 


Warrant Officers and Chief Warrants 


Title Abbreviation 
Boatswain Bosn. 
Gunner Gun. 
Electrician Elec. 
Machinist Mache 
Carpenter Carp. 
Pharmacist Pharm 
Pay Clerk Pay Clk. 
Acting Pay Clerk Act. Pay Clk. 
Chief Boatswain Chf. Bosne 
Chief Gunner Chf. Gun. 
etc. 
United States Coast Guard (U.S.C.G.) 
Line Officers 
Rear Admiral Commandant None 
Captain Capt. 
Commander Comdr. 
Lieutenant Commander Lieut. Comdr. 
Li eutenant Lieut. 
Lieutenant (junior grade) Lieut. (jeg) 
Ensign Ins. 
Staff Officers 

En gineer-in=-Chief None 
Captain (E) Capt. (5) 
Commander (E) Comdr. (E) 
Lieutenant Commander (E) Lieut. Comdr. (E) or Lt. Cdr. 
Constructor Constr. | 1 8 
District Commander Dist. Comdr. 
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PLURALS 


Plurals of Complex Titles 


7. In forming the plurals of complex titles, the 
principal word (always a noun) takes the plural form. 


Examples: 


attorneys general ) 
postmasters general ) principal word first 
notaries public ) 
lieutenant colonels ) 

) 


vice chairmen principal word second 


Plurals of Hyphened Composite Titles 


4,8. In the case of a hyphened composite title denoting 
combined offices, the last element is always the one to take 
the plural form, there being no principal word. 

Examples: 

actor-manazers 
secretary-treasurers 


Plurals of Words Often Confused 


9. The following list contains singular and plural 
forms of words often confused: 


addendum, addenda formula, formulas 

aluma, alumeae formulae 

alumus, alumi index, indexes, (indices 

appendix, appendixes in mathematics) 
appendices memorandum, memoranda 

basis, bases parenthesis, parentheses 

Cortez, Cortezes phenomenon, phenomena 

crisis, crises radius, radii 

criterion, criteria Ross, Rosses 

datum, data synopsis, synopses 
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PUNCTUATION 


General 


50. The general principles governing modern punctuation 
are that no mark should be used unnecessarily and that in the 
choice and placing of all marks the sole aim should be to bring 

out the meaning most clearly. 


51. This manual does not attempt to summarize the gram- 
matical rules on punctuation as that would require too lengthy 
a treatise, but on the following pages is shown the correct 
modern usage for certain marks of punctuation which are most 
often questioned by stenographers. 


Comma 


52. Use a comma to separate proper nouns referring to 
different individuals, places, or things. 


Examples: 
To John, Smith was always kind. 


To America, Europe awards the prize of 
mechanical skill. 


In August, France signed the treaty. 


53- Use a comma to separate proper nouns from the words 
Junior, Senior, and Incorporated or their abbreviations. 


Examples: 
Mr. Le C. Smith, Jr., will arrive by train today. 


Swanson, Swanson, and Roquefort, ove will 
represent Miss Tudor. 
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Comma - Continued 


54. Put a comma before and, or, and nor, connecting 
the last two elements in a sequence of three or more; always 
put a comma before etc., viz, namely, i.e., Oo Eo 


Examples: — 
Tom, Dick, and Harry are all here. 
It may be made of copper, silver, or gold. 


He saw neither the owner, the agent, nor 
the tenant. 


55- A complementary, qualifying, or antithetical word, 
phrase, or clause that interrupts the sentence should be set 
off by commas. 


Examples: 


Gentlemen, the present law, being of recent 
enactment, may not be known generally. 


This harsh, though at the same time lorical, 
conclusion cee. 


The deceased was a stern and unapproachable, 
yet withal sympathetic and kind-hearted, 
gentleman. 


The most sensitive, if not the most elusive, 
part of child nature is naturalness. 


56. Use a comma to separate two unrelated numbers: 
Example: 
In 1905, 3:7 teachers attended the convention. 


57- Exceptions. Do not use a comma where a conjunction 


serves to connect all the links in a brief and close-knit phrase. 
Example: 


I do not remember who wrote the stanzas-- 
whether it was Shelley or Keats or Moore. 
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Comma - Continued 


58. Do not use a comma before an adverbial clause which 
logically completes the preceding main clause. 


Example: 
This is especially interesting because they 
represent the two extremes and because 


they present differences in their relations. 


59- Do not set off by a comma brief contrasting phrases 
introduced by but, if, and though. 


Examples: 
It is a cheap but valuable book. 
I could not if I would. 


60. When following the main clause, a subordinate element 
is not set off by a comma unless parenthetical. . 


Example: 


He did not go to his friend's house when 
John was shot there. 


61. Use of Commas in Dates. A comma is not used between 
the month and year if no date is given. 


Example: 


' June 1937 not June, 1937 


Quotation Marks 
62. Quotation marks are used: 
(a) To indicate direct quotations. 


(b) To enclose misnomers, slang expressions, or 
ordinary words used in an arbitrary way. 
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Quotation Marks - Continued 


(c) To enclose, in text, the titles of articles 
in periodicals and newspapers and the titles 
of speeches and chapter headings. (Names of 
publications, including newspapers and 
periodicals, are underscored rather than 
enclosed in quotation marks. ) 


(d) To enclose, in general, any matter following 
the expressions entitled, termed, marked, 
endorsed, signed, kmown as, so-called. 


63. Quotation marks are not used with expressions which 
are otherwise set off typographically as, for example, with all 
capital letters or underscoring. 


Gy. Punctuation. in Quoted Material. A comma or period 
coming at the end of quoted matter is placed inside the quotation 
mark. Other marks of punctuation (question marks, exclamation 
points, parentheses, brackets, dashes, etc.) are placed within 

the quotation marks only if they are a part of the matter quoted; 
' otherwise they are placed outside. 


Example: 


Can you tell me the difference between 
“apt,” “likely,” and "liable"? 


65. All extracts should correspond exactly with the 
original in wording, spelling, and punctuation. 


66. The word sic enclosed in brackets is sometimes inserted 
in a quotation after a a misspelling, etc., to indicate that the 
misspelling, etc., occurs in the original. 


Examples 
He sent this written confession: "She 
followed us into the kitchen, snatched 


a carveing [sic] knife from the kitchen 
cabinet, and came toward me with it." 
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Quotation Marks - Continued 


67. Quotations of Several Paragraphs. When quoting 
several paragraphs, opening quotation marks are placed at the 
beginning of the quotation and at the beginning of every para- 
graph thereof. Closing quotation marks are placed only at the 
end of the quotation--not at the end of each paragraph. 


68. It is permissible to indent and type single space 
the entire quoted matter five spaces from each margin and omit 
the quotation marks entirely when the quotation is very long. 
A brief quotation of three lines or less enclosed in quotation 
marks may be typed as a part of the paragraph in which it 
appears. 


69. Double and single quotation marks are used alter- 
nately to indicate quotation within quotations, double marks 
being used for the original quotation. 


Example: 
"The question is, in effect, 'Can a person 
who obtains his certificate of naturali- 
zation by fraud be considered a "bona 
fide" citizen of the United States?" 
Undersoore 
70. It is preferable to underscore matter following 
such expressions as the word, the term, etc., rather than to 
enclose it in quotation marks. 
Example: 


In lieu of the word treaty insert the 
word agreement. 


71. When typing from printed matter, underscore all 
matter printed in italics. 


72. In legal work, underscore citations of cases. 
73-¢ Headings, words, or sentences, may be underscorec 


to make them stand out from the rest of the text or to give 
emphasis to important points. 
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Underscore - Continued 

7). Names of publications, including newspapers and 
periodicals, are underscored in manuscripts, but in letters 
the names are written in all capitals. 

75- Titles of radio programs are underscored in 
manuscripts and in letters. 
Interrogation Point 

76. An interrogation point is used after every question 
that requires an answer; it is used also, within parentheses, 
to express doubt or irony. 

77+ Modern usage rules that it is correct to place a 
question mark at the end of the question even though that may 
be in the body of a sentence. 

Examples: 

Can the money be raised? is the question. 


Can he do it? or you? or anyone? 


78. Indirect Questions. The period is used in indirect 
questions; the exclamation point is used in exclamatory questions. 


Examples: 


He asked whether the money would be available 
at the time it would be needed. 


What! For shame! 

79- Modern Business Usage of Interrogation Point. In 
modern business correspondence, a request is usually followed 
by a period rather than by an interrogation point. 

Examples: 

May I ask that you come early. 


Will you please look into this matter and 
let us have your comments. 
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Parentheses 


80. Parentheses are used to indicate extraneous matter 
interpolated in the main text. 


81. A comma, semicolon, or colon is not generally 
placed in front of an opening parenthesis. 


82. Other marks of punctuation are placed outside the 
closing parenthesis if they apply to the sentence containing 
the parentheses, and inside the closing parenthesis if they 
apply to the passage in parentheses. 


Examples: 
The specimen exhibits both phases (pl. 15, A, B). 


The individual cavities show ereat variation. 
(See pl. 4.) 


If a state, spending fifty million dollars 
a year on its highways (or, like New York 
State, closer to seventy-five million 
dollars), should decree that .... 


He was vain (who would not be under the circun- 
stances?) and loved to hear the applause of 
the multitude. 


Dash 


83. The dash marks a sudden break or change in thought. 
It is used to indicate an interruption or an wfinished word or 
sentence. The dash should be made by two typewriter hyphens, 
without spacing between the preceding and following word. 


Example: - 


If the bill passes-=which God forbid!--the 
service will be wrecked. 
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Apostrophe 


8,. The apostrophe is used to form the possessive case. 
It is used also to indicate a contraction. 


Examples: 
President's message officers’ quarters 
it's (it is) shouldn 't 


Mr. Smith's speech writers' project 


Cortez's (possessive singular) 
Cortezes' (possessive plural) 
Ross’ (possessive singular) 
Rosses' (possessive plural) 


85. The apostrophe is also used to indicate the plural 
of words of special reference. 


Example: 


His short letter to the Senator contained 
five “respectfully's." 


Ellipses 


86. Ellipsis marks are used to indicate an omission in 
quoted matter of one or more words not essential to the immediate 
purpose. Four unspaced periods are sufficient to indicate an 
ellipsis within a sentence or paragraph. A single space should 
separate them from the preceding and following text. If such an 
omission occurs after a complete sentence, do not consider the 
preceding period as part of the four ellipsis marks. 


Example: 


The point .... is that the same forces .... 
are still the undercurrents of every human 
life. .... We may never unravel *he methods 
of the physical forces; eeee but eeoee 


87. An ellipsis of one paragraph or more should be indi- 


cated by a full line of periods, indented five spaces from each 
margin and separated from one another by five spaces. 
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Hyphen 
88. The hyphen is used in compound numbers. 
Examples: 
twenty-one | thirty-seven 


89. The hyphen is necessary in fractions which are 
used as adjectives but not in fractions used as nouns. 


Examples: 


two-thirds majority vote (adjective) 
two thirds of the people (noun) 


| 90. Unit modifiers (conventional or improved compound 
adjectives preceding a noun) are hyphened. 


Examples: 
export-import bank 


matter-of-fact way 
over-all 


91. Where two or more hyphened compounds have a common 
basic element and this element is omitted in all but the last, 
the hyphens are retained. 

Examples: 


long- and short-term money rates not 
long and short-term money rates 


92. The following words are not hyphened: 


nona gricultural nevertheless 
predepression notwithstanding 
postwar underrepresentation 
reemployment headquarters 
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Spacing 
93. The following spacing is used after punctuation: 


Two spaces after a period, colon, or other 
termination of a sentence. 


One space after a comma or semicolon. 


Do not space either before or after a hyphen or 
a dash (two typewriter hyphens). 
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SYLLABI CATION 


General 


94. It is desirable to divide as few words as possible, 
but they may be divided between syllables at the end of lines 
in order to preserve an even right hand margin. It is not 
practical to try to keep the right hand margin exactly in line, 
but it should never vary more than five spaces. 


Division of Words 


95- A word is never to be divided when it leaves only 
one letter on a-line or carries over only one or two letters to 
the next line. Neither the last word of a paragraph nor the 
last word on a page is to be divided. In general, a word may 
be divided between any two syllables. Whenever possible, however, 
the division should follow the accented syllable. 


96. Word divisions are not to occur at the end of more 
than two successive lines. 


97- Hyphened words are to be separated only on the hyphen. 


Proper Nouns 


98. If possible, avoid dividing proper nouns. Do not 
divide names of persons. If it is absolutely necessary to sepa- 
rate a proper name, the surname only is carried over to the next 
line. F 


Example: 


Those present included Ann Rutledge, Rhett 
Butler, and Alice Remington. 


Dates 


99. In dividing a date, the year only is carried over 
to the next line. Figures should not be divided. 


Example: 


Cyrus Royal Dixon's birthday on February 2, 
1940, was celebrated by the whole town of 
Louisville. ~ 
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ENUMERATIONS 


General 


100. When writing numbers consisting of four or more 
digits, separate the figures into groups of three by commas. 


Example: 
1,100,000 
100,000 
1,000 


101. In writing decimal numbers having no units, a 
cipher should be placed before the decimal. 


Examples: 
0.5 not .5 


102. The decimal point in per cent numerals falling 
one under another should always be aligned. 


Example: 


Per cent 
9°. 
1.195 

97). 86 


When Enumerations Are Spelled Out 
ssc tallaethahadabeaadlaien ddl “dhicheontedberthced 


1053. The following enumerations and expressions are 
generally spelled out: , 


(a) Enumerations preceding a compound 
modifier containing a figure: 


two 3/\-inch boards 
twelve 6-inch guns 
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When Enumerations Are Spelled Out - Continued 
(bd) Indefinite expressions: 
in the eighties 
the early seventies 


between two and three hundred men 


(c) Isolated numbers léss than 10; 


one year eight days 
two or three bushels five or six wells 
nine-day tour six-room house 


(ad) Round numbers, in general; 


@ million and a half 
@ thousand dollars 


Round numbers larger than thousand may 
be expressed either wholly or partially 
in figures. 


twenty-three million, 
23 millio, or 
23,000, 000 


(e) Spell out all numbers which begin a sentence, 
even if similar numbers are figures elsewhere. 
If this is impracticable or undesirable, 
reconstruct the sentence. 


Examples 
Five hundred and ninety-three men, 1,17 
women, and 126 children under eighteen, 
besides 63 of the crew, went down with 
the ship. 

(f) Spell out when beginning a sentence all terms 
of measurement that would otherwise be 
abbreviated. 

Example: 


Number six is not to be used in this display. 
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Enumerations Written in Figures 


104. The following enumerations and expressions are 
\ oe glee in hear 


(a) In expressing age: 
1 year old 


52 years 10 months 6 days (note that 
no commas are used) 


(b) In expressing clock time: 
4:30 pem.; but half past four 


10 o'clock or 10 pem. 
(not 10 o'clock p.m. ) 


(ce) In writing numbers of more than one digit: 
five times as large 
10 times as large 

(d) In writing two or more numbers within a 
sentence, if any one number has more than 
one digit: 


The farmer owned 8 horses and 10 cows. . 


(e) In writing terms containing reference to 
money: 


$39.50 
$0.75 or 75 cents not 75 or 75¢ 
In writing dollars without cents, the number 


should not be followed by a period and 
ciphers or by a period alone. 


Examples: 

$50 not $50.00 or $50. 
$26 ie $26.00 $26. 
$33 $33.00: $33. 
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Dates 

105. In referring to a fiscal year, consecutive years, 
or a continuous period covering more than two years, the fol- 
lowing contrasted forms are permissible in the text of general 
correspondence, reports, memoranda, etc.: 


1801-2 but 1895-1906 (transition of century) 
1933-37 1900-1901 (beginning of sentient 


106. In headings and other display lines, year dates 
should be given in full. 


Examples: 


1801-1802 
1936-1937 


107. Two or more separate years not representing a con=- 
tinuous period are separated by a comma and are not abbreviated. 


Examples 
1932, 1936 


Arabic and Roman Numerals 


108. Arabic and Roman numerals falling one under another 
in lists of items should be aligned on the right; if followed by 
periods, the periods also should be aligned. 


Examples: 
2. l. I Ie 
6 6. VI VI. 
10 10. VIII VIII. 
112 112. XIV XIV. 
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DICTION 


Correct Usage of Shall and Will 


109. To express simple futurity shal] (should) is used 
in the first person and will (would) is used in the second and 
third persons. 


Examples: 
I (we) shall miss you while you are away. 
I feared I should fail. 
I am sure you will enjoy reading that address. 


It is expected that the claimants will be 
present in person. 


It was expected that the claimants would be 
present in person. 


110. Will is used in the first person to express volition 
or determination, and shall in the second and third persons. 


Examples: 
I will not answer that question. 
You shall get no more money from me. 
He shall never have my endorsement. 
lll. Ina question, shall is used in the first person; 
+ feerona and third persons the form expected in the answer 


. Examples: 


Shall we go to the circus this afternoon? 
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Correct Usage of Shall and Will - Continued 


Shall you take the express or the local? 
(Answer: I shall take the express.) 


Will you carry out ur agreement? 
(Answer: I oat 


112. Ina conditional clause, should is ordinarily used 


with all three persons to express simple futurity; will or 
would, to express volition. 


Examples: 


If we should decide to go, I shall 
telephone you. 


If he should come early, will you 
please ask him to wait? 


You can if you will. 
You could if you would. 


113. Should is also used with all three persons to 


express obligation and would is used with all three persons 
to express customary action. 


Examples: 


I (you) (he) should (ought to) 
respect the law. 


I (he) (they) would play (used to 
play) chess each Saturday evening. 


si. The mandatory shall is generally used in laws 
and regulations in lieu of must. 


Articles 


115. The indefinite article a is used before consonant 


sounds and aspirated h; an is used before silent h and all 


vowel sounds except u | pronounced yu and o pronounced as in one. 


Examples: 


a historical review 


@ union 


&@ one-sided view 


an hour 
an onion 


Words Frequently Confused 


116. The following list contains words frequently con- 
fused in meaning and spellings 


accede 
exceed 


accept 
except 


adapt 
adept 
adopt 


affect 


effect 


ascent 
assent 


canvas 
canvass 


censor 
censure 


cite 


sight 
site 


to attain, to agree 
to surpass 


to receive 
to exclude 


to adjust oneself to 
proficient 
to take as one's om 


to influence, to change, 
to assume, always a verb 

to bring about, as a verb; 
&@ result, as a noun 


act of rising 
consent 


a& coarse cloth 
to solicit 


a@ critic, to criticize 
to blame 


to introduce, name, or quote 


to view 
@ place 


‘ 
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cession 
session 


coarse 
courseé 


complement 
compliment 


counselor 
councilor 


council 
ceunsel 


consul 
decent 


descent 
dissent 


device 
devise 


elusive 
{llusive 


emi gration 
immi gration 


eminent 
imminent 


formally 
formerly 


i Fas 


Words Frequently Confused - Continued 


a ceding, a yielding up 
a meeting assembled 


common, rough 
a direction of going 


that which completes 
praise, flattery 


one who gives advice 
& member on a council 


an assembly for conference 

advice, legal adviser, as a nowm 
to advise, as a verb 

an officer appointed to reside 
in a foreign country 


respectable 

act of descending 

disagreement (when used as a 
verb followed by from not with) 


a plan (noun) 
to plan « verb) 


baffling 
unreal 


the moving out of a country 
the moving into a country 


prominent 
threatening; likely to occur 
immediately 


in space 
in thought 


smal] in number 


used in reference to quantity; 
not so large 


perfunctorily, ceremoniously 
in times past 


forth 
fourth 


guarantee 
guaranty 


healthy 


healthful 
wholesome 


hire 
let 
lease 
human 
humane 


ingeni ous 
ingenuous 


instance 
instants 


interstate 
intrastate 


imply 
infer 


intercity 
intracity 


its 
it's 


last 
latest 


later 
latter 
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Words Frequently Confused = Continued 


away; forward 
a number 


agreement (preferred as a verb) 
security (preferred as a noun) 


in good health or condition 

health-giving, as of climate 

producing a good effect, as of 
food 


to employ; obtain the use of 
to give the use of 
to give the use of by lease 


pertaining to mankind (an 
adjective, not a noun) 
benevolent 


clever 
frank; innocent 


an example 
very small portions of time 


between states 
within a state 


to indicate a meaning not expressed 
to deduce or accept on the basis of 
evidence; to conclude 


between cities 
within a city 


possessive pronoun 
contraction of it is 


after all others 
the most recent 


comparative of late 
the second of two mentioned 
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Words Frequently Confused - Continued 
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learn to acquire knowledge 

teach to give instruction 

loath adjective 

loathe verb 

lend verb . 

loan preferably used only as a noun 

majority is a portion greater than one 
half 

plurality is the margin which one candidate 
for office has over another 

much referring to quantity 

many referring to persons or things 

near in proximity to time or space 

nearly almost 

new recent, not old 

novel unusual, strange 

noted favorably known 

notorious unfavorably known 

famous celebrated; renowned 

observance rite, ceremonial 

observation act of observing 

ought should 

aught anything 

naught & cipher 

respectfully manner of feeling 

respectively proper to each 

party a body of persons; in law usage, 
& person or an individual 

person an individual 

past adjective, adverb, or preposition 

passed past tense of to pass 


per cent 
percentase 


personal 
personnel 


persecute 


prosecute 


practical 
practicable 


precede 
proceed 


precedence 
precedents 
presence 
presents 
principal 
principle 


prophesy 
prophesy 


proposition 
proposal 
reenforce 
reinforce 


therefor 
therefore 


i Ghte 


Words Frequently Confused - Continued 


always follows a number 
never used with a number 


individual, vrivate 
staff of an institution 


to subject to persistent ill- 
treatment 

pursue with the purpose of 
accomplishing or attaining 


that which can be done advanta- 
geous ly 
that which can be done 


to go before 
to bégin 


priority 
previous examples taken for basis 
of present action 


state of being present 
gifts 


chief; head of a school; sum of 
money 
a general truth 


@ noun 
a verb 


statement, assertion; something 


offered for discussion 
something offered for acceptance 
or rejection 


to enforce azain 
to strengthen 


to that end 
for that reason 
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Words Often Misused 
117. The following 


all right 


almost 


most 


alternative 


among 
between 
allusion 
illusion 
delusion 
amount 
number 


quantity 


and/or 


Q&S ece aS 
SO eee AS 


as to 
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list contains words often misused: 


this is the correct and only 
spelling 


an adverb meaning very nearly 
(almost all) 

an adjective, & pronoun, and an 
adverb of comparison; most peoples; 
most of them came; most beautiful 


there can be only two alternatives. 
To express choice among more than 
two options, use possibilities, 
opportunities, options, courses 


used in comection with more than 
two persons or things 

used in connection with two persons 
or things 


an indirect reference 
an error of vision 
an error of judgment 


the sum total referring to number 
refers to something counted 
refers to something measured 


used in contracts and legal documents; 
it should not be used in general 
correspondence; or, standing alone, 
is sufficient. ~ 


used in affirmative comparison 
used in negative comparison 


should not be used before an indirect 
question beginning with how, what, 
when, where, whether, whom, or why. 


Examples: 


I am inquiring why you did not come. 
(not as to why) 


I am uncertain whom you mean. 
(not as to whom) 


Words Often Misused ~ Continued 


can denotes ability 
may denotes permission 
connect should be followed by with, not to 
contact should not be used as a verb 
due to adjective modifier 
Examples: 


Correct: His failure, due to ill 
health, caused financial 
embarrassment. 


Correct: Because of the bad weather, 
we could not go. 


Incorrect: Due to the bad weather, 
we could not go. 


each other use when speaking of two 
one another use when speaking of more than two 


each refers to the members of a group 
both two considered together 

expect to regard as likely to happen 
suspect to doubt the truth of 

suspicion noun=~should not be used as a verb 


meaning to suspect 


following a5 a participle, should not be used 
without a noun to qualify 


Example: 


The following list is based on 
numerous other lists. 


not: The following is a list based 
on numerous other lists. 
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Words Often Misused = Continued 


inasmuch as 
in so far as 


kind of, 
sort of 


no such 


outside 


pay roll 
per cent 
remainder 


balance 


relative to 
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inasmuch may be written as one word 


insofar is written as one word 
idiomatically according to the 


Style Manual, Government Printing 
Office; written as three words 
(in so far) when followed by as 
according to Webster's New 
International; see so far as 


should not be used as adverbs; 
neither should be followed by a or an 


Examples: 


Tt is rather (not kind of) cold 
today. 


He is not that kind of (not kind 
of a) persone 


should not be followed by a 
Example: 


There is no such (not no such a) 
number on this street. 


should not be used elliptically for 
outside of=--outside of the office, 
not outside the office 


should be written as two words 

should be written as two words 

the comparatively small part left 
over 


the difference between the debit and 
credit side of an account 


use relating to or concerning, instead 
of relative - to 


= 65 


Words Often Misused - Continued 


secure should not be used in lieu of procure 
or obtain--one procures copies of 
reports, obtains information, 
secures (makes fast) the door. 


so far as preferred rather than in so far ase= 
the word in is not necessary and 
should be omitted 


stand for for is not needed and should be 
| omitted 


Example: 


He will not stand (not stand for) 
such abuse. 


supersede only one word in the English language 
ends in sede (supersede); only 
three end in ceed (exceed, proceed, 
succeed); all other words of this 
class end in cede (precede, secede, 
etc.) 
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Chapter V 


STATISTICAL TYPING 


General 


1. Because of the great variation in the form of 
statistical tables it is impossible to give many detailed 
instructions which can be followed in setting up all tables. 
The typist must be guided in most details by the character- 
istios of the particular table he is typing, striving for a 
well balanced and neat looking result. 


2. The following paragraphs give some principles 
which should be applied when typing statistical tables. Of 
course, where special instructions are provided with an 
individual table which differs from these general principles, 
the specific instructions should be followed. The numbers 
apply to the sample table shown on p. 90. 


Mar gins 


3- The table should be centered on the page, with 
the right and left margins equal and an approximately equal 
space above and below the table. 


Title 


i. As a general rule the title is typed in all capi- 
tal letters (1). Such lines as the date (2), Subject to 
Revision, etc., should be in initial caps and double spaced; 
the title is centered on the page, with each succeeding line 
in the title centered under the one above. 


Column Headings 


5. A double line is placed above the column headings 
(3) and a single line beneath (,), the double line separating 
the column headings from the title and related lines and the 
single line setting the colwm headings off from the body of 
the table. 


6. All colum headings should be in initial caps and 
centered over their respective colums of figures (5). It is 
usually advisable to type in the first line of figures before 
attempting to insert the colum headings. By doing this it is 
comparatively easy to secure a uniform spacing between colums. 


7- If there are two or more colwms of figures under 
one main heading, these columms of figures are placed a few 
spaces closer together than other columms. Thus the figures 
which apply to one main heading may be distinguished by 
glancing at the table. 


Totals 


8. Total lines are generally placed at the top of the 
body of the table with a double space above and below. 


9. Where there are two totals, the grand total (which 
comes before any other total) is indented five spaces and the 
second total is brought back to the margin of the table. No 

space should be left between them. 


Stubs 

aU. ‘The term stub refers to the colum at the extreme 
left of a table in which is inserted the classifications or 
names of the items for which figures are shown in the colwms 
which follow. 


ll. The spacing and capitalization of the stub vary 
to a considerable extent with different tables. If the stub 
shows the names of the states, it is preferable to separate 
-the states into groups of five, double spacing between each 
group. 
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Stubs = Continued 


12. If the stub shows types of projects, or agencies, 
etc., the items coming under a main caption should be indented 
two spaces and single spaced. A space should be left before 
each main caption but no space should be left between a caption 
and its breakdown. Figures in main caption lines are under= 
scored to indicate that they are sub-totals. 


Boe, peicniien 


13. The figures in each colum must be aligned on the 
right. Commas are inserted in figures of thousands and larger. 


U,. Dollar signs are placed beside the total in each 
column of figures which pertains to money if not otherwise indi- 
cated. Some tables which contain figures representing money 
carry at the top a written designation of the unit such as; 
(Million of Dollars), In such cases no dollar sign is placed 
beside the first figure in that colum even though that figure 
may not appear on the first line of the table. 


15. Plus (4) and minus (=) signs appearing in colums 
of figures are aligned rather than being placed me abe 
front of the figure to which they apply. me 


16. As a rule, dashes are placed where there are no 
figures. If there are some colums in the table in which there 
are only a few figures, however, it is preferable to leave 
blanks throughout the table as too many dashes make a table 
difficult to read. The dash should be placed under the last 
figure on the right. It should be noted here that dashes and 
zeros placed in a colwm of figures are frequently misused. A 
dash is taken to mean that the data is not available while a 
zero means that a report for data was submitted but the amount 
was nil. 


17- When the typist is not certain about some point-- . 
even though he thinks it a very minor one-~he should consult ua 
the supervisor rather than ge ahead arbitrarily, thereby ' : 


insuring against undesirable set-ups and inconsistencies. __ ' 


18. A line is drawn below the body of the table, one 
space beneath the last line of figures Gath . 
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Body - Continued 


19. On tables which have more than two pages, the words 
(Continued on next page) should appear on all pages with the 
exception of the page immediately preceding the last page upon 
which should be written (Concluded on next page). On tables 


with only two pages, the words (Concluded on next page) should 
be written at the bottom of the first page. 


Footnotes 

20. The explanation for the footnote reference symbols 
appears a double space below the line which is drawn beneath 
the body of the table. Footnotes are always single spaced (7). 


21. When preparing statistical material for printing 
see more detailed instructions on footnotes, pp. 36-40. 


Checking Statistical Material © 


22. Wherever possible all statistical typing should be 
checked by the calculating unit rather than read. 


Distribution 


23. The correct distribution should be indicated on the 
first and last pages. 
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Chapter VI 
TITLES AND FORMS OF ADDRESS 


Titles of Address 


1. Excellency is used in addressing a foreign pres- 
ident, minister of foreim affairs, or foreign ambassador. 
His Excellency is used in the address; Excellency is used 
in the salutation and (generally) in the complimentary close; 
Your Excellency is used in the body of the commmication. 

e@ following address is correct for a foreign ambassadors: 


His Excellency 

Dr. Wei Tao-Ming 

Ambassador Extraordinary and 
Plenipotentiary from China 

2001 Nineteenth Street 

Washington 25, D. C. 


2. Honorable, written in full, is used in addressing: 


Governors of states, territories, and island 
possessions of the United States 

Heads of independent Federal boards, commissions, 
and other establishments 


Example: Honorable Elmer Davis 
Director 
Office of War Infornation 


Senators 

Representatives 

Secretary to the President 

Commissioners or mayors of large cities 

Judges--with the exception of Supreie Court members 
who are addressed: 


Mr. Justice 
The Supreme Court 


3- The Honorable, written in full, is used in addressing: 


Cabinet officers 

High commissioners 

Under secretaries of executive departments 
Spesker of the House of Representatives 
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Titles of Address - Continued ‘ 

he Dr. (abbreviated before a name) is used in 
addressing persons who have acquired entitled degrees, 
but should not be used in combination with the abbrevi- 
ations indicating such degrees. 


Dr. John Smith not ‘Dr. John Smith, M.D. 
: or 
Dr. John Smith, Ph.D. 


5. Right Reverend, written in full and preceded 
by The, is used in addressing a bishop. 


The Right Reverend 
The Bishop of Washington 


Clergyman 


Reverend Paul Carter 


6. Mr. (Messrs.), Mrs. (Mesdames), or Miss (Misses), 
as appropriate, are used in the absence of other titles of 
honor or respect. 


Mr. John Jones 

Messrs. Jones and Scott 
The Messrs. Jones 

Mrs. John Jones 

Miss Mary Jones 

Misses Mary and Anna Jones 
The Misses Jones 

Mesdames Jones and Scott 


7+ Messrs. is not used with an exact incorporated 
name or with the name of a firm as given in its letterhead; 
but it may be used in addressing or referring to two or more 
members of a firm as individuals. 


Smith & Jones, Inc. (incorporated name; 
Messrs. not used) 

Hall, Jones, and Company (letterhead; 
Messrs. not used) 

Messrs. Smith and Jones (if not addressed as 
a firm) 


- 9 - 


Forms of Address 


8. The following pages contain correct forms for 
addressing officials most frequently written by this 
Commission. (See pp. 9),-98) 


9- The Style Ianual of the State Department, which 
contains a more complete listins, is available for reference 
in the stenographic pool. 


10. "My dear” is considered more formal than "Dear." 
The preference of the dictator with regard to the use of one 
or the other should be determined. The preference of the 
dictator in the complimentary close should be determined. 
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INSTRUCTIONS FOR CUITING STENCILS 


Preparation 

Remove interleaving paper that comes between the 
stencil and backing sheet. In its place insert white 
"cushion" paper. A celluloid typing plate placed directly 


beneath the stencil helps to compensate for deficiencies 
in the platen roller. 


Typing 


A typewriter with a medium hard platen and clean, 
sharp type produces best results. 


Clean the keys 
Disengage the ribbon / 
Use a firm and even touch 
Corrections 
Apply correction fluid on the stencil and make 
correction. 
Use of Stylus 
Remove paper, if any, between the stencil and backing 
sheet. Write or draw directly on the stencil. 
Distribution 


The correct distribution, if any, is indicated on 
the first and last pages. 
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INSTRUCTIONS ON HOW TO PREPARE THE MASTER DITTO 


Every original must provide at least a one inch margin 
at one end of the sheet on which there is no typing or writing. 
This is the gripping or operating margin necessary to hold the 
sheet in the machine. The other end of the master may be 
typed to the very bottom of the sheet. 


How to Make a Typewritten Original 


A typewriter with a medium hard platen and clean, sharp 
type produces best results. "Noiseless" typewriters do not 
cut satisfactory dittos. To prepare an original, take a sheet 
of Ditto Direct Process Master Paper and back it up with a 
shest of Ditto Process Carbon so that the coated side of the 
carbon faces your paper. This negative will produce positive 
copies. Behind the carbon place the Ditto Direct Process 
Backing Sheet. The backing sheet provides an ideal, uniform | 
surface on which the keys will strike, and compensates for 
deficiencies in the platen roller. 


There are two methods of preparing a typewritten master: 


1. Type without a ribbon and with a thin tissue 
sheet placed over the master sheet. Masters 
made in this way produce long runs of unifornly 
bright copies. 


2. Type with the ribbon on the machine and the 
carbon in reverse. The thickness of the 
ribbon and master paper combined causes the 
characters on the carbon master to spread, 
consequently the copies are not as clean-cut 
as those produced by the other method. A 
silk ribbon gives a cleaner, sharper “write” 
than a cotton ribbon. 


In both methods use a special Ditto Direct Process Backing 
She et. 


How to Make a Handwritten or Drawn Ori ginal 


To make a handwritten or drawn original, use Ditto Direot 
Process carbon just as for a typewritten original. Place the 
uncarbonized surface of the carbon paper on a hard, smooth 
surface, preferably glass. Lay the blank master sheet upon the 
carbonized surface and write or draw directly on the sheet. Use 
& hard lead pencil or stylus for writing and bear down on the 
point. 


7-1605 P103 bu 


- 10l- 


Corrections 


The most satisfactory methods of correcting the master 
sheet are as follows: 


l. If only a small correction is to be made: scrape 
carbon from master with a razor blade or sharp 
knife. Tear off a small corner of fresh carbon, ~ 
insert over spot to be corrected. Type directly 
over same spot. 


2e If entire line or sentence is to be corrected: 
type correction on strip of gummed paper. Cut to 
proper size and stick in place on master copy. ~ 


3- Smudges are easily removed with art gum and ink 
eraserse 


Handling 

Remove carbon from copy before sending to ditto room. 
Leave backing sheet next to ditto to prevent smudges and send 
in envelope or folder. 


Distribution 


The correct distribution, if any, is indicated on the 
first and last pages. 


Note 


Do not leave ditto copy lying around. If the carbon 
has not been removed every mark will show on dittoed material. 
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WAR MANPOWER COMMISSION 
WASHINGTON 25, De Ce 


LV. McNUTT June 2h, 19)43 
Chairman 
MEMORANDUM 
~T0s Heads of Bureaus and Services 
FROM: Lawrence A. Appley 


Deputy Chairman and Executive Director 


SUBJECT: Allotment and Requisition Procedure, Fiscal Year 19); 


During the current fiscal year, because of the manner in which 
funds were appropriated and because of the various reorganiza- 
tions made necessary by the expansion of the Commission, allot- 
ments were made to Bureaus and Services for Personal Services 
and Travel expenses only, amounts for all other expenses being 
allotted on an over-all basis. The subcommittee which held the 
hearings on the 19); appropriation act, however, went very 
deeply into the question of distribution of costs for each 
major organizational unit. In order to have this information 
available from July 1 on, it is necessary that a change in the 
existing procedure be instituted so that information required by 
the committee for the 19:5 budget estimate will be available. 


Allotments will be made for Personal Services and Travel as 
heretofore. In addition, allotments for certain other objects 
of expenditure will be made to major Bureaus and Services. Not 
all Bureaus and Services will receive allotments for each object, 
the general plan to be followed being to make the allotments in 
accordance with the manner in which the request for the other 
objects was made in the 19); budget. 


This new allotment contemplates the gathering of costs by the 
Finance Division for these larger units for the accounts for 
which allotments are made to them. To make the compilation of 
these figures by allotments by Bureaus and Services operate 
satisfactorily, it will be necessary that each Bureau and 
‘Service place on all telegrams and all requisitions for Supplies, 
Printing, Duplicating, Equipment, freight and express movements, 
etc., the organizational symbol and the applicable account Roi 
listed on exhibits attached to this memorandum. 
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Periodically a statement for each vari patent for uch ce 
for which an allotment was made will be furnished ed the | 
Division. ey 


, RE re Lontews shal 
Deputy Chairman and Executive Direct 50} 


by We Ce Re 


WMUx 
WaTX 
WMIF (1) 


WuIF (2) 
WMT G 
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ORGANIZATIONAL CODE 


Office of the Chairman 
(Including the following offices: Secretary to 
the Commission, Review Committee on Deferments, 
Management-Labor Policy Committee and Women's 
Advisory Committee) 

Office of the Deputy Chairman and Executive Direotor 

Office of the Deputy Executive Director 

Executive Services 

Office of the General Counsel 

Information Service 

Budget and Administrative Planning Service 

Administrative Service 

Office of Personnel Administration 

Bureau of Program Requirements 

Bureau of Placement 

Bureau of Manpower Utilization 

Bureau of Training 
Apprentice Training Service (regular appropriation) 


Apprentice Training Service (National defense) 
Training Within Industry Service 
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O1 


02 


03 


05 


06 


08 
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Personal 
01.1 
01.2 


Travel 
02.1 
02.2 
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ACCOUNT CODE SYMBOLS 


Services 
Permanent 
Temporary and part-time 


Per diem and related costs 
Transportation costs 


Transportation of Things 


Communications 


04.11 
0.12 
Ol. 2 
Oh.3 


Rental 
05.1 
05.2 


Printing 
06.1 
06.2 
06.3 
06.) 


Maintenance, line charges, local calls, etc. 
Toll charges 

Telegraph 

Postage 


Rental of property and related costs 
Rental of equipment 


and Binding (if any) 
Letterheads 
Stendard Govermment forms 
WoM.C. and O.E.M. forms 
Pamphlets, posters, etc. 


Other Contractual Services 


O71 
07-2 


Supplies 
08.1 
08.2 


Special projects (if any) 
General contracts 


and Materials 
Supplies 
Duplicating work 


Equipment 
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SYMBOLS FOR WAR MANPOWER APPROPRIATION AND LIMITATION 
FOR FISCAL YEAR 19), 


114:100 General Administration, War Manpower Commission, 19) 


1144100.001 General 
" .002@ Aliens 
"  .003 Printing and Binding 
"= 00, ~Travel 


‘1144110 Apprentice Training Service, War Menpower Commission, 
igh), 


> 114;110.001 General 
e002 Printing and Binding 
n ~6.003-—«s Travel 


1U4111 Apprentice Training Service, War Manpower Commission 
- (National Defense), 19h) 


1144111.001 General 
"  .002 Printing and Binding 
n .003 Travel 


1044120 Employment Cffice Facilities and Services, War 
Manpower Commission, 19), 


1244120.001 General 
".002 Printing and Binding 
nd 2003 Travel 


11,130 Salaries and Expenses, Selective Service System, 
War Menpower Commission, 19) 


11,140 Training Within Industry Service, War Manpower 
Commission (National Defense), 19) 
114J;1),0.001 General 


"002 Printing and Binding 
"003 -‘ Travel 
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WAR MANPOWER COMMISSION : 
Washington 25, De Co 


Paul V. McNutt FIELD SERVICE MEMORANDUM NO. 9 
Chai rman OFFICE OF THE DEPUTY CHAIRMAN 
In reply AND EXECUTIVE DIRECTOR 
refer to WMAF JUNE 30, 1943 


Subject: Fiscal Procedure, Field Offices, Appropriation to the 
War Manpower Commission Proper 


In the hearings on the 194) budget before the Bureau of the 
Budget and the subcommittee on appropriations of the House of 
Representatives, it became apparent that a more detailed anal-= 
ysis of operating costs would be required for the fisoal year 
19), than was available for the fiscal year 193. To meet this 
need, the 0.5.M. Regional Offices will forward to the Finance 
Division of the War Manpower Commission in Washington and the 
Regional Manpower Directors a monthly report showing the obli- 
gations incurred in accordance with the following headings: 


Ol Personal Services 
Ol.1 Permanent 
01.2 Temporary and part-time 
02 Travel 
02.1 Per diem and related costs 
02.2 Transportation costs | 
03 Transportation of Things . 
Ol, Communications 
04.11 Maintenance, line charzes, local calls, etc. . 
04.12 Toll charges 
O.2 Telegraph 
0.3 Postage 
Q5 Rental 
05.1 Rental of property and related costs 
05.2 Rental of equipment 
06 Printing and Binding 
06.1 Letterheads 
06.2 Standard Government forms 
06.3 W.M.C. and 0.E.M. forms 
06.); Pamphlets, posters, etc. 
O7 Other Contractual Services 
07.1 Special projects ‘ 
07-2 General contracts 
08 Supplies and Materials 
08.1 Supplies 
085.2 Duplicating work 
O09 Equipment 
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Field Service Memorandum No. 9 | Jume 30, 19],3 


Quarterly allotments to the Regional Manpower Directors will be 
broken down by Regional, Area and Procurement & Assignment offices 
for accounts Ol-Personal Services, O02=-Travel and 00-Other Objects. 
Obligations and expenditures will be recorded in detail as out- 
lined above and as discussed hereunder by object of expenditure. 


O1 = Personal Services 


The obligation against this account will be charged by the 0.E.M. 
Regional Office from the pay roll. 


02 = Travel 


Obligations will not be set up against this account from the 
travel authorizations. A record will be maintained which will 
show for each traveler the amount of the travel vouchers for each 
month. For the first month an estimate of travel (per diem, etce, 
and transportation costs estimated separately) for the region 
should be made and Notice of Miscellaneous Obligation (form 
OEM-378) for each estimate should be submitted to the 0.E.M 
Regional Office. 


Arrangements should be made to see that all vouchers for travel 

in a particular month are submitted by the fifteenth of the fol- 
lowing month. The individual travel record mentioned above should 
then be completed showing the number of travel days, the actual 
travel cost for each traveler and the total travel cost for all 
employees, broken down by account 02.1-Per Diem and Related Costs 
and 02.2-Transportation Costs and Total. When the amount has been 
determined, form OEM-378 showing the adjustment in the first 
month's estimate should be executed and the same form, using the 
previous month's experience as a basis, adjusted where the 
Regional Manpower Director indicates an adjustment is necessary, 
set up for each subsequent month. Periodically, the 0.5.éM. 
Regional Office will advise each Regional Manpower Director of 

the amount of the adjustment required because of disallowances on 
travel vouchers. 


00 = Other Objects 


Ee D.. e ene 


04 = Transportation of Things 


The 0.E.M. Regional Office will set up the necessary encumbrance 
from the Request for Supplies, Equipment or Service (form OEM-],1) 
prepared in the Regional Manpower Director's office. 
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Field Service Memorandum No. 9 June 30, 19))3 


Ol, = Communications 
04.1 - Telephone 


A separate form OEM-378 should be submitted monthly by the 
Regional Manpower Director to the 0.E,M. Regional Office to 
show the estimate of charges for (a) maintenance, line charges, 
local calls, etc., and (b) toll calls. Where there are joint 
communication facilities, such as switchboard service, the 
form OEM-378 should show the prorated estimated monthly cost 
of these facilities. 


Oh.2 - Telegraph 


An estimate of total telegraph charges for each month for each 
region should be submitted on form OEM-378 by the Regional 
Manpower Director to the 0.E.M. Regional Office. 


Ol.3 - Postage 


The 0.E.M. Regional Office will charge obligations for this 
account from the copy of the Request for Supplies, Equipment 
or Service (form OEM-l,1) submitted monthly by the Regional 
Manpower Director. 


05 - Rents and Utility Service 


A card record of rental contracts should be maintained and used 
as a basis for the preparation of OEM-278 for each lease. In 
the case of equipment rental, if any, a separate form OEM-378 
should be prepared monthly for each contract. In the case of 
contracts containing a 30-day cancellation clause, a separate 
form OEM-378 should be used in July to obligate an additional 
month's rent. In such cases, for the last 30-day period of the 
contract term due to the incidence of the end of the fiscal 
year or the expiration of the contract at some other date no 
obligation need be set up. 


f 
: 
« 
: 
4 
4 
- 
4 


06 - Printing and Binding 


It is anticipated that, except in rare cases where approval from. 
Washington must be obtained in advance, allotments for this 
account will be made in Washington and the account maintained 
here. 


7-1605 P112 bu 


- 110 - 


Field Service Memorandum No. 9 June 30, 19)3 


O07 - Other Contractual Services 


In the case of a contract for a specific item, 0.E.M. will 
obligate the charge from a copy of the OEM-ll. In the case of 
recurring charges, however, form OEM-378 should be prepared 
monthly by the Regional Manpower Director and submitted to 0.E.h. 
on each contract. 


08 = Supplies and Materials 
09 = Equipment 


The obligation will be set up against accounts 08.1-Supplies, 
08.2=Duplicating work and 09-Equipment from the requisitions 
forwarded by the Regional Manpower Director to 0.E.M. 


It will be necessary, therefore, that each obligating document, 
Requisition for Duplicating (OEM-l,0), Request for Supplies, 
Equipment or Service (OEFM-],1), and Notice of Miscellaneous 
Obligation (OEM-378), show the sub-account symbol for the material 
or service ordered in order that the 0.E.M. Regional Office can 
render complete reports. All forms OEM-378, applicable to the 
same allotment account, should be numbered in straight numerical 
sequence for purposes of identification. Any change in appropri- 
ation or allotment symbol indicates a new allotment account, and 
a new series of numbers should be established for each such 
account. 


Je He Bond 
Acting Deputy Executive Director 
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WAR MANPOWER COMMISSION 
Washington 25, De Ce 


Ma pyr dt 
PAUL V. McNUTT y 31, 193 


Chairman 


MEMORANDUM 


TO: All Bureau and Service Directors and 
Regional Manpower Directors 


FROM: James H. Bond 
Deputy Executive Director 


SUBJECT: Identification Code 


1. To facilitate direct routing of telegrams and mail, 
a system of identifying reference symbols is being adopted for 
use in the Washington office of the War Manpower Commission. 
Those to be initially used are shown in the memorandum herewith. 


2. The significance of the first two letters is obvious; 
the third letter indicates the major activity of the office of the 
Commission; the fourth letter, subdivisions of the office in appli- 
cable cases. Where there are no subdivisions of the office, the 
fourth letter is added for uniformity and to provide for future 
break-down if found desirable. 


_——s ee i nee Ce i a ee 


3- There is no requirement that Regions follow a simi- 
lar procedure. If, however, such action is taken on the initiative 
of the Regional Manpower Director, in the interest of uniformity, 
the first two letters of the Regional code should be "RN" and the 
third the number of the Region in accordance with the following: 


Region I RNA 
Region II RNB, et cetera 


Any code adopted should also be of four characters. In due course, 
should it appear advisable to extend this system of identification 
to State offices, appropriate instructions and surcOs tee codes 
will be furnished at that time. 


. Beginning June 15, 1913, the appropriate code word 
will be placed on all telegrams, letters, and memoranda prepared 
in the Washington office of the War Menpower Commission in 
accordance with the following: 
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All Bureau and Service Directors 
and Regional Manpower Directors May 31, 193 


Attachment 


be 


TO WAR MANPOWER COMMISSION PERSONNEL OR ACTIVITIES 


On letters or memoranda on the upper left hand 
corner of the first page, preceded by the words: 
"In reply refer to--," e.g., 


In reply 
refer to WMBF 


On telegrams the code word will be shown immedi- 
ately following the word "Bureau" on the upper right 
hand corner of the page, with the spelling out of 
the Bureau concerned omitted. In addition it will 
be the last word in the body of the message. 


In replying to letters or memoranda, the refer- 
ence will read: “Reference letter (or memoranda) 
of July 1, 1943, from the Executive Director (insert 
ce code word, ieee, WMDF, WMEX, WNRX, 
etce aot ‘ 


In replying to telegrams,. the first word should 
read: "Retel WMEX" followed by the date and such 
other identification as desired. 


TO PERSONS OR ACTIVITIES OUTSIDE THE WAR MANPOWER 
COMMISSION 


The appropriate code letter will be placed 
only on file and War Manpower Commission office 
copies of letters or memoranda. 


On telegrams, the code word will be placed after 


the word "Bureau" as noted above but not in the body 


of the telegram. 


/s/ James H. Bond 


PRA EK OBS oe fee 
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IDENTIFICATION CODE 


office 


Office of Chairman 
Vice Chairman ’ 
Deputy Chairman and Executive Director 
Management Labor Policy Committee 
Women's Advisory Cormittee 
Review Committee on Deferments 
Secretery to Commission 


Office of Deputy Executive Director 
Assistant Executive Director (Field Management) 
Assistant Executive Director (Plaming) 
Assistant Executive Director (Business Management) 


Executive Services 

General Counsel 

Information Service 

Budget and Administrative Planning 


Administrative Service 
Finance Division 
Commmications and Review Division 
Miscellaneous Service Division 


Personnel Administration 
Analysis Section 
Classification Section 
Recruitment and Placement Section 
Training Section 


Essential Activities Committee 


Bureau of Program Requirements 
Office of Director 
Statistics Division, Office of Chief 
Statistics Division, Reports Section 
Statistics Division, Statistical Cocrdination and 
Procedures Section 
Statistics Division, Manpower Estimates Section 
Area Analysis Division, Office of Chief 
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IDENTIFICATION CODE 


"=" office 


Office of Chairman 

* “Deputy Chairman and Executive Director 
Vice Chairman 
Review Committee on Deferment 
~“Management-Labor Policy Committee 

“Women's Advisory Committee 

__ Secretary to Commission 


Office of Deputy Executive Director 


Executive Services 
Agency Committee on Deferment 


Assistant Executive Director, Field Service 


Assistent Exeoutive Director for Program Development 
“General Counsel ©" 
~ Information Services 
-* Office of the Chief 
—** Chief Press Officer 
“* Chief, Field Service 
Reports and Analysis Section: 
_.-Office of Chief 
we" statistics Division 
~~" Area Analysis Division 
_ Industry Analysis Division 
Plaming Board | 
Chairman, Essential Activities Committee 


Assistant Executive Director for Business Management 
Budget and Finance Service: 
Office of Chief 
Budget Division 
Finance Division 
Administrative Services 
Office of Chief 
Communications and Records Division 
Procurement and Service Division 
Publications Division 
Personnel Service; 
Office of Chief 
Placement Division 
Classification Division 
Employee Relations Division 
Training Division 
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Bureau of Placement 


- 11, - 


Office 


Assistant and Executive 
Business Planning and Procedures Section 


Office of Director 

Employment Office Division 

Industrial and Commercial Division 
Veterans’ Employment Service Division 
Rural Industries Division 

National Roster 

Procurement and Assignment Service 


Bureau of Training 


Office of Director 

Industrial and Vocational Training Division 
Training Needs Service 

Professional and Technical Training Division 


. Procedures, Priority and Administrative Services 


Apprentice Training Service 
National Youth Administration 
Training Within Industry Service 


Bureau of Manpower Utilization 


7-2129 bu-final 


Office of Director 

Division of Governmental Agencies 

Division of Occupational Analysis and Manning Tables 
Division of Industrial Consultation Service 
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Office Code 
Bureau of Program Requirements (Continued) 
Area Analysis Division, Area Section "A" WMRF 
Area Analysis Division, Area Section "Bs" WRG 
Industry Program Division, Office of Chief WMRH 
Industry Program Division, Industry Section "A" WMRI 
Industry Program Division, Industry Section "B" WRI 
Industry Program Division, Agricultural Labor Section WMRK 
Labor Market Planning Division, Office of Chief WMRL 
Labor Market Planning Division, Labor Market 
Management Section WMRM 
Labor Market Planning Division, Manpower Resources 
Section WARN 
Bureau of Manpower Utilization 
Office of Director WMUX 
Division of Occupational Analysis and Manning Tables WMUO 
Division of Industrial Consultation WMUC 
Division of Government Agencies WMUG 
Bureau of Training 
Office of Director WMI'X 
Industrial and Vocational Division WMTB 
Professional and Technical Division WIC 
Procedures, Priorities and Administrative Service 
Division WMI D 
Training Needs Division WIE 
Apprentice Training Service WTF 
Training Within Industry Service Wi G 
National Youth Administration WMT Y 
Bureau of Placement 
Office of Director WMPX 
Employment Office Service Division WMPE 
Agricultural Division WMPA 
Personnel and Business Management Division WMPB 
Industrial and Commercial Division WMPI 
Nursing Supply and Distribution Unit WMPN 
National Roster WMPR 
Procurement and Assignment Service WMPD 


7-1605 P117 bu 


-° 115 - 


WAR MANPOWER COMMISSIGN 
Washington 25, D. Ce 


June 30, 193 


Paul Ve McNutt 
Chai rman 
In reply 
refer to WMDB 


MEMORANDUM 
TO: All Bureau Directors and Service Chief's 
FROM: Je H. Bond 


Deputy Executive Director 


SUBJECT: Standardized Distribution of Informational and 
Instructional Material 


1. As scon as practicable, and at a date to be indicated 
in advance, the distribution of all instructional or infor- 
mational material issued by the War Manpower Commission will 
be standardized in accordance with the followings: 


Distribution A = To Executive Staff only 


Distribution B - To all Washington Staff down to 
Section Chief or equivalent 


Distribution C = To all Washington Employees of 
War Manpower Commission 


Distribution D = To all Regional Directors 


Distribution E - To all Regional, State, and 
Area Offices 


Distribution F - To all Field Offices, War 
Manpower Commission 


Distribution G =- To all Field Employees, War 
Venpower Commission 


Distribution H - Special--extent of circulation 
. to be indicated by appropriate 
notation on the lower left hand 
margin of the first and last 
pages as will be shown below. 
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All Bureau Directors 
and Service Chief's June 30, 19),3 


NOTE: = No activity or personnel of the Selective Service System 
will be included in the above distribution except its 
representative on the Executive Staff under Distribution 
A. Neither will this distribution code be used for 
publications of the Selective Service System, procedure 
for which remains unchanged. 


2. To indicate the distribution a particular document receives, 
there will be shown on the lower left hand corner of the first 
and last pages a notation as follows; “Distribution A; 
Distribution A and D; Distribution C and F," et cetera. In order 
that Bureaus and Services may be furnished the appropriate: number 
of copies in each instance, it is requested that there be noted 
after A, B, and C above, the number necessary to cover your 
activity on the national level. Information as to D, E, and F is 
being requested of each Regional Director. 
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Boston Public Library 
Central Library, Copley Square 


Division of : 
Referees and Research Services 


' 


The Date Due Card in the pocket indi- 
cates the date on or before which this 
book should be returned to the Library, 


Please do not remove Ferns from this 
pocket. 
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